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EXPENSE REPORTS

Entering Expense Reports

CREATE Expense Report from Blank
The Basics:

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding
Expense Reports.

1.

Economy, prudence, and necessity are of primary concern when planning and paying for travel
and expenses.

Preferred payment methods - Whenever possible, Purchasing Cards (P-Cards) and direct
supplier payments should be used to minimize employee reimbursements.

Clear cache - To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome.

Save for Later - After every couple lines on your expense report, click the "Save for Later"
button to prevent the "data inconsistent with database" error that prohibits you from saving or
submitting.

Timeliness - All employees are expected to submit their Expense Reports within_twenty (20)
calendar days after completion of the travel event or the incurrence of a business expense.
Taxable over 60 days - Any item that is past 60 days is required to have a "Taxable" Billing Type
and an Explanation of Late filing form: http://finance.vermont.gov/forms/vision

Receipts — Receipts should be attached to the expense line. Refer to your department's policy
regarding handling of receipts.

All employment related expenses must be reimbursed through the Expense module and any
reimbursements will be made directly into your direct deposit (balance or 999) account.

Situations when this function is used: Employee has incurred employment related expenses that
need to be reimbursed to you.

Page 3 of 198


http://aoa.vermont.gov/bulletins
http://finance.vermont.gov/forms/vision

2 ~~_VERMONT Expense Training Guide - Employee/Delegate

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

< Home VT Travel and Expenses a Q = @

Hew Window | Help | (]
| Expense Reports ~

Expense Report

Create/Modify Expense Report

Find an Existing Value Add a New Value

View Expense Report
Empl 10 o003

Print Expense Report

Add
Delete Expense Report

r Travel Authorization h Find an Existing Value | Add a New Value
I Cash Advances v
| Payment/Expense Information v
T Reporis/Processes ~

The Expense Report — Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Existing “alue Add a New Value

Empl ID|po003 x|

Add

Click the Add button.

NOTE: In the event you have an approved travel authorization, the following message box displays as a
reminder.

A approesd rpvs puorzahon st appicabis b T e report. plesee choose Be ok Staet Popuisis Faom A Troes Aoshoreaion” and) st e appropraie e ashonzaton

L=

Click the OK button to continue to the Create Expense Report — Details page.
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Create EXDGHSG RBDOF‘T. [ Save for Later | [& Summary and Submit
Colin Davidson |
Quick Start [__Populate From v|| so
“Business Purpose |—|v Destination Location Q
*Report Description ,; Attschments
Reference (&}
Expenses (7
Expand Il | Collapse Al Add: | [ My Wallet (0) | £F Quick-Fil Total 000 usD
*Date *Expense Type Description *Payment Type *Amount *Currenty
E ¥] i v 4 Uso o HE
254 characters remaining
Expand All | Collapse All Total 0.00 USD

Click the drop-down arrow to choose the Business Purpose.

Create EXDQHSQ Repor‘t Save for Later | [gl) Summary and Submit
Colin Davidson (2
Quick Start [ Populate From v|| cGo
*Business Purpose - "
Alternate Work Location Destination Location a
*Report Description | Audit -Inspections - Licensing
Client Support ‘%‘ Aliachments
Reference | Conference aQ
Construction, Repair, Maint
Economic Development
Emergency Response
. General Expenses

Expenses (2 Hazardous Material Cleanup
Judicial Assignment s Total 0.00 USD

Expand All | Collapse All Lagal - Law Enforcement Fill

I Ieeting .
*Date Description *Payment Type *Amount *Currency
[ |Test cF-05 07252018 v I vl 4 00g [uso @ =

Training 754 characters remaining

Expand All | Collapse All Total 0.00 USD

Select the option that most closely identifies the purpose of the trip.

Choose a Destination Location. This location should be the furthest point travelled during the trip.

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson |
Quick Start | .. Populate From v|| Go
*Business Purpose [Mesting ~ IDeslinatiDn Location | BUr Q I
*Report Description - SCIMEntE
Reference Q.
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | £F Quick-Fil Total 0.00 UsD
*Date *Expense Type Description *Payment Type *Amount *Cumency
W ~ 2 vl A o Uso o HE
254 characters remaining
Expand All | Collapse All Total 000 USD

NOTE: Location searches in VISION sea

rch on a shortened name. It is best to enter the first few letters

of the location and click the magnify glass. The list includes all towns in Vermont, all States and
Territories, and Out of Country. For the purposes of Bulletin 3.4, Hawaii and Alaska are considered Out

of Country.

Enter the first three letters into the Destination Location field.
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[ Save for Later | E; Summary and Submit

Create Expense Report
Colin Davidson (7
Quick Start [_Populate From || so
*Business Purpose|Meating v| Destination Location |bur
*Report Description 44 Attschments a o A H H
s N A Entering a Destination Location is
optional. It will automatically
Expenses (7 populate the Location field on
Expand All | Collapss All Add: | E‘L,My Wallet (0} | z;f Quick-Fill .
each expense line for you.
*Date *Expense Type Description *Payment Type
W ] V] [ vl 4 ool uso | FEE
254 characters remaining
Expand All | Collapse All Total 000 USD

Click the Destination Location look up icon.
The Look Up Destination Location page displays.

Look Up Destination Location
Help

SetiD STATE

Expense Location |
Description bur

Lock Up Clear Cancel Basic Lockup

Search Results
“iew 100 First ‘4" 120f2 B Last

Expense Location Description
BllEKE BLIBKE T
I BRLGT BURLINGTON 'x-"TI

Select the Expense Location link.
The Create Expense Report - Details page displays the Destination Location selected.

Create EXDEI"ISE Repor‘t [ Save for Later | [& Summary and Submit
Colin Davidson (7
Quick Start [ _Populate From v|| eo
*Business Purpose [Meeting v Il)eslinatiun Location| BURLINGTOM VT Q, I
I *Report Description |Annusl Meeting I o  Attachments
Reference Q

Expenses (7

Expand All | Gollapse Al Add: | [ My Wallet (0) | £ Quick-Fill Total 0.00USD

*Date *Expense Type Description *Payment Type *Amount *Cumrency
B | v £ A oo [Uso | [ =
254 characters remaining
Expand All | Collapse All Total 0.00 USD

Enter a short, meaningful description for the trip into the Description field.

Page 6 of 198



7~ VERMONT

Expense Training Guide - Employee/Delegate

Create Expense Report

Colin Davidson | ¥

[ Save for Later | E} Summary and Submit

Quick Start [ Populate From ~v|| eo
*Business Purpose [Meeting v Destination Location BURLINGTON VT Q
*Report Description Annual Meeting A Attachments
Reference aQ
Expenses (¥
Expand All | Collapse Al Add: | [ My Wallet (0} | £F Quick-Fill Total 0.00 USD
) *Expense Type Description *Payment Type *Amount *Currency
2032015 | [ | 2 — W 5o BE
254 characters remaining

Expand All | Collapse All Total 0.00 USD

Enter the Date of the expense by either typing a valid date or selecting the date using the calendar
icon. NOTE: This date cannot be in the future.

Create Expense Report

Colin Davidson (7

[ Save for Later | E_, Summary and Submit

Quick Start | ... Populate From v|| =o
*Business Purpose|Meeling v| Destination Location| BURLINGTON VT Q
*Report Description [annusl Mesting A4 Attachments
Reference Q.
Expenses (7
Expand All | Collapss Al Add: | [ My Wallet (0) | £ Quick-Fill Total 0.00  usD
*Date *Expense Type Description *Payment Type =Amount *Cumency
12032018 |l | Vil o] [ v A 000 [UsD @ =
254 characters remaining
Expand All | Collapse All Total 000 USD

To choose the expense type, click the Expense Type drop-down to view the available expense types.
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Create Expense Report [ Save for Later | [& Summary and Submit
Colin Davidson |7
Quick Start [ Populate From v|| o
*Business Purpose\Meellng v| Desti Location| BURLINGTON VT Q
*Report Description [Annual Mesting i Attachments
Reference a
Expenses
Expand All | Collapss Al Add: | [ My Wallet (D) | £ Quick-Fill Total 0.00 USD
*Date & *Expense Type Description *Payment Type *Amount *Currency
1210372018 {Family Preservation Support [ (| v A 000 [USD |Q =

|Finger Printg & Background Cks ~ 254 characters remaining
Foster Parent Damage Claim
Foster Parent Food

Foster Parent Recruitment
Expand All | Collapse All Foster Parent Reward-Recogniin
Foster Parent Support Misc
Foster Parent Training
GASOLINE

IN AIR TRANSP

Expense Types are listed in alphabetical order.
N CommUTER MiLE See Bulletin 3.4 and the Expense Type list for

IN CCNFITRAIN REGIST
IN INCIDENTALS guidance on EXpense types. For Out-of-State

IN LODGING

NLUNCH travel, the Expense Type should be an "OUT"
INTRANSFORT TR, Expense type. Use the up and down arrows to

IN VEHICLE RENTAL

INTERNET ACCESS H H

ITEMS FOR REGALE scroll through the available options.
Judicial only-Court Incentives

LEG NT 50+ MI

LEG NT PER DIEM MEAL

LEG NT PER DIEM ROOM

LEG TX LESS 50 MI v
LEG TX PER DIEM MEAL

Select the appropriate Expense Type from the list provided.

The expense type displays along with the additional fields that need to be populated. The displayed
fields vary depending on the expense type selected.

Create Expense Report
Colin Davidson (7 The Location automatically defaults
“Business Purpose Vieing v Destination Location BURINGTONVT from the Destination Location. Select
“Report Description Annusl Mesting 4 Atechments a Destination Location on the line if a
Reference Q . . . .
. Destination Location was not defined
c ; or if it needs to be changed.
xpenses
Expand All | Collapse All Add: | @My Wallet (0) | :;‘ Quick-Fill
*Date *Expense Type *Description *Payment Type *Amount *Currency
12032018 | [INMILES - FULL ~ N |7 [Employes ~|| £ 000 UsD =
254 chara remaining
*Billing Type|Hon-Taxabl v] B Default Rate “Exchange Rate | 100000000 2, [
*0riginating Location [&]
I~ . [JNon-Reimbursable ~ Base Currency Amount 000 USD
*Destination Location BURLINGTON VT 5]
_ COno Receipt
*Miles x 0.5450
Accounting Details ¢
Expand All | Collapss All Total 000 USD

The Payment Type and Billing Type are set to default:

e Payment Type - Employee
e Billing Type - Non Taxable -Internal
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Any expense that is over 60 days is considered taxable and is required to have a "Taxable" Billing
Type. If the Date on any of the expense lines is over 60 days, the Billing Type will automatically
update to “Taxable - Internal” when the expense report is saved for later or submitted for approval.

The following warning message displays if the Billing Type is updated on the expense report.

Message

One or more lines on this expense repont is over 60 days old. The Billing Type has been updated to taxable.
L

Click the OK button to continue.

Create Expense Report

Colin Davidson (%

[& Save for Later | E Summary and Submit

Actions [ ...Choose an Action || o
*Business Purpose | Mesting hd Destination Location BURLINGTON VT Q
*Report Description Annual Meeting 3; Attachments
Reference Q
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | £F Quick-Fill Total 0.00 USD

*Date *Expense Type 0 *Payment Type *amount *Currency
12/03/2018 |H [IN MILES - FULL v] | *[Mileage to Annual Mesting I=] [Employes vl 4 000 [usD [+ [=]
00 s

<Origi fBi”Lng Type [on-Taxabl v] ~ [ Default Rate *Exchange Rate 1.
riginating Location 2
P N - - [INon-Reimbursable ~ Base Currency Amount
*Destination Location BURLINGTOM VT Q O
No Receipt
*Miles x 0.5450 "

Accounting Details

Expand &ll | Collapse Al

Total 0.00 USD

Enter an explanation of the expense in the Description field on the line. If there were locations
travelled to along the way, those can be indicated here.
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Colin Davidson (7

[ Save for Later | @ Summary and Submit
Actions [...Choose an Action v|| co
*Business Purpose | Meeting ~ Destination Location BURLINGTON VT Q
*Report Description Annual Mesting A Attachments
Reference
Expenses
Expand All | Collapse Al Add: | [3 My Wallet (1) | 4 Quick-Fil Total 0.00  USD
*Date *Expense Type *Description *Payment Type *Amount *Cumency
10082015 |5 [INMILES - FULL v] ‘|Mi|eagetoAnnual Mesting PL_“ [Employes vl A4 0.000 |USD =
225 characters remaining
I ~Originating | osats - I [ Default Rate *Exchange Rate | 1.00000000 , [&
riginating Location |mon Q
— " [INon-Reimbursable ~ Base Currency Amount 000 UsD
*Destination Location [BURLINGTON VT ¢} 0
No Receipt
*Miles x 0.5450 ’
Accounting Details 7
Expand &ll | Collapse Al Total 0.00 usD

Create Expense Report

Enter a few letters of where you started your trip into the Originating Location field.

Colin Davidson |7

*Business Purpose | Meeting

*Report Description Annual Meeting

Reference

Expenses

Expand &ll | Collapse All
*Date *Expense Type
10m&2018 |[H |IN MILES - FULL

Add: | [ My Wallet (0) | #F Quick-Fil

Destination Location BURLINGTON VT

y; Aftachments

*Description

[ Save for Later | @ Summary and Submit

Actions [, Choose an Action

*Billing Type|Mon-Taxabl v

*Originating Location mon

*Destination Location BURLINGTON VT
*Miles X 0.5450
Accounting Details | 7

* |Mileage to Annual Meeting

229 characters remaining

Expand &ll | Collapse Al

v|| Go
Q
Total 0.00 USD
*Payment Typs *Amount *Cumency
= [Employes vl 4 noo |UsD HE
[ Detauit Rate *Exchange Rate | 1.00000000 & [
[INon-Reimbursable  Base Currency Amount 0.00 UsSD
One Receipt
Total 0.00 usD

Click the Originating Location look up @ icon.

Page 10 of 198



7~ VERMONT

Expense Training Guide - Employee/Delegate

The Look Up page displays the locations that match your criteria.

Look Up

Look Up Cancel

Search Results

View 100 First ‘4 130f3 B Last
Originating Location Description

MT MONTAMNA
R - == =
MNTPR MOMNTPELIER VT

Advanced Lookup

Search by: |Originating Location s |begins with |

Help

Select the Originating Location link for the appropriate location.

The Create Expense - Details page displays the Originating Location selected.

Create Expense Report

Colin Davidson (7

*Business Purpose | Meeting hd

*Report Description | Annual Meeting

Reference (e}

Expenses (¢

Expand All | Collapse All Add: | [G My Wallet (0 | ;ff CQuuick-Fill

*Date *Expense Type

Destination Location BURLINGTON VT

(‘9:. Aftachments

*Description

[& Save for Later | @ Summary and Submit

Actions [...Choose an Action v|| co

The mileage rate of reimbursement is
updated and maintained in accordance

with the State's negotiated agreements.

10082018 | |IN MILES - FULL

*lMiIeage to Annual Mesting

el

229 characters remaining

s
I *Originating Location MOMNTPELIER WT
TONT

0.5450

mccounng Detalls |7

1.0DDD0000,

1 Default Rate *Exchange Rate

[ Non-Reimbursable Base Currency Amount 0.00

One Receipt

Expand All | Collapse &ll

Total 0.00 USD

Enter the number of miles for the round trip into the Miles field.
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Create Expense Report

Colin Davidson | ¥

*Business Purpose| Meeting s

Destination Location BURLINGTON VT

*Report Description | Annual Meeting

Attachments that relate to the
entire document should be added

at header level. Receipts for an

Reference a expense should be added on the
Expenses (7
Expand All | Collapse All Add: | [‘__‘My Wallet (D) | ;’:‘ Quick-Fill
*Date *Expense Type *Description *Payment Type *Amount urrency
10/08/2015 |[H [INMILES - FULL | “|Mi|aage to Annual Meeting F__ﬂ [Employes V] 1908 WsD =l
229 characters remaining
*Billing Type| Non-Taxabl v [ Default Rate *Exchange Rate | 1.00000000 o, [
*Originating Location MONTPELIER VT [«}
S . [INon-Reimbursable ~ Base Currency Amount 1908 USD
*Destination Location BURLINGTOM VT Q
_ e Receipt
*Miles 3| x 05450
Accounting Details ¢
Expand All | Collapse All Total 19.08 USD

Attachments can be added to the expense report at the header or on the expense line.

Click the ©* icon on the line to attach a receipt for the expense.

NOTE: Most expense types require a receipt. The exceptions are mileage, meals and per diems.

The Expense Line Attachments page displays.

Expense Line Attachments

ReportID MEXT
Date 12/03/2018 Expense Type IN MILES - FULL
Details

File Mame  Description
\iew

Adding large attachments can take some ime to upload, therefore, it is advisable to save the
transaction before adding large attachments.

Add Attachment I

O Cancel

Help

Amount 18.08 USD
Personalize | Find | Wiew All | (E] | E‘ First 1of1 ‘2 Last
DateiTime Stamp
=

Click the Add Attachment button.

The File Attachment page displays.
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Upload Cancel

File Attachment x

Choose File |MNo file chosen

Help

Click the Choose File button.

The Choose File to Upload page displays.

Expense Training Guide - Employee/Delegate

|- Desktop » w | ¥4 |f| Search Desktop B
| Organize » Mew folder =+ 0 @
<% Favorites Mame Size Itern type =
P [Cesktop Business_Impact_Statement_for_PSFT_Apps 23 KB Microsoft\
4 Downloads ﬁf SR 3-18354082701 Maore Info 196 KB Microsoft\|
t_l Recent Places | Test Attachment 1963 KE Microsoft ‘.L
Express Check 10KB Adobe Acr
= Libraries Overflow 20KB Adobe Acr
@ Documents 7 Project Lookup Display Mo Results on a Travel ... 233 KB Microsoft)
o Music Duplicate Supplier Report Returns Mo Data 620 KB Microsoft
[ Pictures Employee Expense History Page Does Mot Displ... 3TTKE  Microsoft)
B Videos 109‘9 Supplier 136 KB Microsoft
Unable to Update Remit To Supplier on Payme... 382 KB Microsoft)
Ll Computer |3 Copy of Crystal_To_XMLP_Expenses_Report_Co... 3 KE Microsoftt
&, Local Disk (C:) TA Missing Project 141 KB Microsoft\
%ﬂ My Passport (E:) EX.CFG.11 Expense Type - Wizard Type 1347 KB  Microsoft )
ﬂ A rrmmimt Def e mmd s Am mebirmbimes Weiml e 12C D L N = | =]
e Shared MMwsms.s = = | :
File name: Test Attachment - |All Files (*.7) "l
[ Open |v] ’ Cancel ]

Select the file you want to attach and click the Open button.

The File Attachment page displays with the file path of the document.
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File Attachment
Help

Ci\Usersimaryelien prallenDesktop\Test Attachment.do| Browse . |
Upload Cancel

Click the Upload button.

The Expense Line Attachments page displays with the File Name as a link to the document.

Expense Line Attachments
You can add additional attachments by Help
Report 1D NEXT clicking the Add Attachment button or
Date 12/03/2018 Expense Type IM MILES - FULL delete an attachment by selection the
Details icon. Last
File Mame Description User
Feceipt for expense =
Adding large attachments can take some ime to upload, therefols e ®vizable to save the
transaction before adding large attachments.
Add Attachment
O I Cancel
Enter an explanation of the attachment in the Description field and click the OK button.
The Create Expense Report - Details displays. The Attachment icon is updated.
Create EXDGI"ISB RGDOI’T [ Save for Later | [ Summary and Submit
Colin Davidson (7
Actions [ Choose an Action v|| so
*Business Purpose Mesting ~ Destination Location BURLINGTON VT Q
*Report Description Annual Mesting 44  Amtachments
Reference Q.
The icon changes from & to .
Expenses (2
Expand All | Collapss All Add: | E,MT Wallet (0} | ;ff Qluick-Fill
*Date *Expense Type *Descripfion *Payment Type “Amount *Curency
120032018 |5 [INMILES - FULL v]  *[Mileage to Annual Meeting [ [Empioyee ™ | 1908 [USD =
229 characters remaining
“Billing Type|Taxsble I ] B Default Rate “Exchange Rate [ 1.00000000 7, [
*0Originating Location MOMTPELIER WT Q
L N [ Non-Reimbursable Base Currency Amount 1908 USD
*Destination Location  BURLINGTON YT Q
3 [J No Receipt
*Miles 35 x 0.5450
ccounting Details |7
Expand All | Collapse All Total 19.08 USD

Expand the Accounting Details section by clicking the Expand Accounting Lines " icon.
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Expense Training Guide - Employee/Delegate

The Accounting Details section expands and the ChartFields for the line display.

Create Expense Report

Colin Davidson (¥

*Business Purpose | Mesfing

*Report Description Annual Mesting

Reference Q

Expenses (7

Expand All | Collapss All Add: | [ My Wallet (D) | ;’:f Quick-Fill

*Date *Expense Type

[ Save for Later | E} Summary and Submit

Actions [, Choose an Action v]| eo

Destination Location |BURLINGTON VT Q

(_9’1 Attachments

The default ChartField values can be
updated for all fields except the

Account. Additional accounting lines
can be insert by selecting the &l icon.

*Description

10052015 |H [INMILES - FULL

| * ‘M\Ieage to Annual Mesting

*Billing Type | Non-Taxabl v

229 characters remaining

Expand All | Collapse All

*Originating Location | MONTPELIER VT Q
. inati " [INon-Reimbursable ~ Base Currency Amou
Destination Location BURLINGTON VT Q

_ I no Recei pt

*Miles 35 x 0.5450
Accounting Details (7
Chartfields | [0
Currency Exchange
Amount *GL Unit Monetary Amount - = Rate Fund Dept Program Class Project
he.0g jps100 | 19.08 USD 1.00000000 20105 |, 8100002000 |Q, 59290 Q20017 |Q [ZMVT  DDO-Q =1
Total 18.08 USD

The User Defaults on the employee’s profile defaults the ChartField information into the Accounting
Details section for the following fields: GL Unit, Fund, Dept. Some employees may also have default
ChartField information for the following fields: Program, Class, Project. The Account defaults from the

Expense Type and does not display.

“Miles 35 x D.5450

Accounting Details | 7
Chartfields | [=9
Amount *GL Unit

[ie.08| [pB100_ |,

Create Expense Report [ Save for Later B Summary and Submit
Colin Davidson (7
Actions [__Choose an Action v|| o
*Business Purpose | Mesfing > Destination Location BURLINGTON VT Q
*Report Description Annual Meeting & Attachments
Reference Q
Expenses (7
Expand All | Collapse All Add: | [Z My Wallet (©) | £F Quick-Fill Total 1908 UsD
*Dats *Expense Type *Description *Payment Type *Amount *Currency
10/082015 |H [INMILES - FULL | ‘\Mueage to Annual Meeting rﬁ! Employes ¥ A 19.08) [UsD =
225 characters remaining
+Qrigi “_‘Bi\liLng Tt}.‘pe 53‘;;;2?;; + a [ Default Rate *Exchange Rate 1.00000000] , [
nginating Location K 4
-~ N [ Non-Reimbursable Base Currency Amount 1808 USD
*Destination Location BURLINGTON VT Q

Currency
Monetary Amount ST

19.08 USD

[_INo Receipt

Additional expense lines can be insert by
selecting the Bl icon. Select the

Exchange
= = Fund Dept

appropriate expense type and enter the
details for the expense line.

1.00000000 (20105 |, (31000020

Expand All | Collapse All

Click the Summary and Submit link.
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The Create Expense Report — Submit page displays.

Create Expense Report i Save or [ Expense Details
Colin Davidson Actions .. Choase an Action v| | &0
*Business Purpoae\ Meeting A

*Description Annual Meefing

Reference Q,
Totals (# & ‘iew Printable Version BEA Wiew Analytics _ &, Attachments
Employee Expenses (1 Line) 18.08 UsSD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 USD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsSD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
({applicable taxes will be withheld from your pay)
O By checking this box, | certify the exp i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

entitled.

Click the Notes link.
The Expense Notes page displays.

Expense Notes
Help
Add MNotes
Notes Personalize | Find IIFI |__-i.| First ‘&' 10f1 ‘&' Last
Motes Name Role Action Date/Time
=
OK Cancel
Enter Comments.
Expense Notes
Help

Mileage for Annual Meeting

Add Notes
Notes Personalize | Find | £ E First ‘&' 10of1 ‘& Last
Notes Name Role Action Date/Time
=
OK Cancel

Click the Add Notes button.
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The Comments are added to the Notes section. The Name, Role and Date/Time field values are
populated with the user who created the note and when.

Expense Notes You can add additional notes by
entering comments and clicking the

Add Notes button or delete a comment
by selection the B icon.

Add Motes
MNotes Personalize | Find Iﬁl | l_:ﬁl First ‘&' 181 &' Last
MNotes Name Role Action Date/Time \
mﬁiﬂ; for Annual - - iin Davidson Employes 12122018 3:57-56PM =]

Cancel

Click the OK button.

The Create Expense Report — Submit page displays.

Create Expense Report Save for Later | [5) Expense Details
Colin Davidson Actions | _Choose an Action v] | G0
*Business Purpose [Meeting ~|
*Description Annual Meeting
i
Reference a The Notes icon changes from
Totals (2 & \iew Printable \fersion B view Analytics [P
¥ When comments exist.
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses 0.00 UsSD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 USD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
iaﬁglinab\& taxes will be withheld from wour Dy
O By checking this box, | certify the exp: i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form rep its the actual exp to which this employee is legally
entitled.
Submit Expense Report

Review the certification message and then select the Certification checkbox.
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Create Expense Reporl [ Save for Later E'\I Expenze Detaile
Colin Davidson Actions [ Choose an Action ~| | G0
*Business Purpose [Mesfing ~
*Description Annual Meeting
Reference Q
Totals (7 & ‘iew Printable Version B View Analytics & Notes &4 Attachments
Employee Expenses (1 Ling) 19.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
{applicable taxes will be withheld from your pay)
m By checking this box, | certify the are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
T
I Submit Expense Report I
Click the Submit Expense Report button.
The Create Expense Report — Submit Confirmation page displays.
Help

Expense Report Submit Confirm

Create Expense Report
Submit Confirmation
Colin Davidson

Totals

Employee Expenses (1 Ling)
Cash Advances Applied

Amount Due to Employee

OK Cancel

18.08 USD Non-Reimbursable Expenses 0.00 UsD
0.00 USD Prepaid Expenses 0.00 UsD
19.08 USD Amount Due to Supplier 0.00 USD

Employee Credits 0.00 UsSD
Supplier Credits 0.00 UsSD
Total Taxable Expenses 19.08 USD

(applicable taxes will be withheld from your pay)

Click the OK button.
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The View Expense Report - Submit page displays with the message 'Your expense report (ER ID) has
been submitted for approval.' The status is updated to 'Submission in Process'. The Report ID is
assigned.

View Expense Report [ Expense Details
P Actions [._Choose an Action w]| GO
IYour expense report 0000532370 has been submitted for approval. I
Business Purpose Meeting I Report 0000532370 Submission in Process I
Description Annual Meefing Created 12/12/2018  Colin Davidson
Reference Last Updated 12122018  Colin Davidson
Post State Mot Applied
Totals (2 (& iew Printable Version EE View Analytics Q Motes
Employee Expenses (1 Line) 19.08 USD MNon-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD

(applicable taxes will be withheld from your pay)

By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

entitled.
Submit Expense Report
I Refresh Approval Status I
[ Retum to Search =] Notify

Click the Refresh Approval Status button.

The Withdraw Expense Report button displays and is enabled. The Approval History section displays
the approval path for the expense, who submitted the transaction, who it is routed to, the action
performed and the date/time when the action occurred. The status is updated to' Submitted for
Approval'.

View Expense Report [ Expense Details

Colin Devidson Actions ][ co

Business Purpose Meeting |REEDN DD00S32370  Submitted for Approval I

Description Annual Mesting Created 12M2/2018  Colin Davidson
Reference Last Updated 12/12/2013  Colin Dayidsog
Post State Not Applied
fotals & view Pntade Version 1 view analyics Select the Withdraw Expense Report button if
Employee Expenses (1 Line) 19.08 USD MNon-Reimbursable Expenses 0.00 yO u need to m a ke C h a nges to a Su b m |tted
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 expense report_ The transactlon |S removed
Amount Due to Employee 19.08 USD Amount Due to Supplis o
from the approver’s worklist and can be
By checking this box, | certify th bmitted te and licy. 1fi H H
v B; :u b:':ni‘l‘rl‘iung ::\s uE’xp::se Rep::Tp;rrI:fe:us:d: penaalit:::z‘f:::ju:rnlh:p ynformal‘izng;i::ll?ﬂwis form rd m O d Ifl e d . Th e Stat u S IS u p d ated to p e n d I n g °
entitled.
Bt Epesiennd I ST B R I Submitted On 12112/2015  Submitted By Colin Davidson

Approval History

B 2 .. 5

Submitted X Module Supervisar Expensa Coordinator
Coiin Davidson Ava Grace [Pooled) Payment
Action Role Name Date/Time
Submitted Employes Colin Davidson 12M2/2015 4:03:57PM
[&h Retum to Search || (=] Natify
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Create an Expense Report as a Delegate

Situations when this function is used: You need to create an expense report on behalf of another
employee.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

< Home VT Travel and Expenses ®f Q = @

Hew Window | Help | ]

Expense Reports ~
1 E = Expense Report

Create/Modify Expense Report

Find an Existing Value Add a New Value

View Expense Report
Empl ID 00004

Print Expense Report

Add
Delete Expense Report

Travel Authorization v
r Find an Existing Value | Add & New Value

| Cash Advances ~
| Payment/Expense Information v

T Reports/iProcesses ~

The Expense Report — Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Existing \Value Add a New Value

Empl ID|po003 x

Add

Select the Empl ID look up @ icon.
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The Look Up Empl ID page displays all of the employee IDs the delegate has authority to create
expense transactions for.

Look Up Empl ID X

Help
Empl ID| begins with
Mame| begins with

Look Lp Clear Cancel Basic
Lookup

Search Results

View 100 First ‘4 42062 '*/ Last
naLln Mame

Qo003 Dravidson Colin I

DDDD4 McTeag,Rufus

Select the Empl ID link.

Expense Report

Find an Existing “alue Add a New Value

Add

Click the Add button.

NOTE: In the event you have an approved travel authorization, the following message box displays as a
reminder.

A anoroved vl JuForzahon st (F appicabis io Tt enpense repor. pies chooss Te Ceck St Fopuiais From 8 Trees Authorzaton” and) seiect he aponopraie vl 3USonzaon

e

Click the OK button to continue to the Create Expense Report — Details page.
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Create EXDGHSG RBDOF‘T. [ Save for Later | [& Summary and Submit
Colin Davidson |
Quick Start [__Populate From v|| so
“Business Purpose |—|v Destination Location Q
*Report Description ,; Attschments
Reference (&}
Expenses (7
Expand Il | Collapse Al Add: | [ My Wallet (0) | £F Quick-Fil Total 000 usD
*Date *Expense Type Description *Payment Type *Amount *Currenty
E ¥] i v 4 Uso o HE
254 characters remaining
Expand All | Collapse All Total 0.00 USD

Click the drop-down arrow to choose the Business Purpose.

Create EXDQHSQ Repor‘t Save for Later | [gl) Summary and Submit
Colin Davidson (2
Quick Start [ Populate From v|| cGo
*Business Purpose - "
Alternate Work Location Destination Location a
*Report Description | Audit -Inspections - Licensing
Client Support ‘%‘ Aliachments
Reference | Conference aQ
Construction, Repair, Maint
Economic Development
Emergency Response
. General Expenses

Expenses (2 Hazardous Material Cleanup
Judicial Assignment s Total 0.00 USD

Expand All | Collapse All Lagal - Law Enforcement Fill

I Ieeting .
*Date Description *Payment Type *Amount *Currency
[ |Test cF-05 07252018 v I vl 4 00g [uso @ =

Training 754 characters remaining

Expand All | Collapse All Total 0.00 USD

Select the option that most closely identifies the purpose of the trip.

Choose a Destination Location. This location should be the furthest point travelled during the trip.

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson |
Quick Start | .. Populate From v|| Go
*Business Purpose [Mesting ~ IDeslinatiDn Location | BUr Q I
*Report Description - SCIMEntE
Reference Q.
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | £F Quick-Fil Total 0.00 UsD
*Date *Expense Type Description *Payment Type *Amount *Cumency
W ~ 2 vl A o0 Uso o HE
254 characters remaining
Expand All | Collapse All Total 000 USD

NOTE: Location searches in VISION sea

rch on a shortened name. It is best to enter the first few letters

of the location and click the magnify glass. The list includes all towns in Vermont, all States and
Territories, and Out of Country. For the purposes of Bulletin 3.4, Hawaii and Alaska are considered Out

of Country.

Enter the first three letters into the Destination Location field and click the look up @ icon.
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The Look Up Destination Location page displays.

Look Up Destination Location
Help
SetlD STATE

Expense Location |
Description bur

Look Up Clear Cancel Basic Loockup
Search Results
Wiew 100 First ‘&' 1.2of2 '}/ Last
Expense Location Description
BLIBKE BLBKE UT
I BRLGT BURLINGTON 'u'TI

Select the Expense Location link.

The Create Expense Report - Details page displays the Destination Location selected.

Expense Training Guide - Employee/Delegate

Create Expense Report

Colin Davidson |7

[ Save for Later |

[& Summary and Submit

Quick Start [ Populate From v]| eo
*Business Purpose [Mesting v BDestination Location| BURLINGTON VT Q,
I *Report Description |Annual Meeting I Ay
Reference Q
Expenses (7
Expand All | Collapse All Add: | Eluly Wallet (D) | {: CQluick-Fill Total 000 usb
*Date *Expense Type Description *Payment Type *Amount *Cumency
W v X v A poo [UsD @ =
254 characters remaining

Expand &ll | Collapse All Total 0.00 usD

Enter a short, meaningful description for the trip into the Description field.

Create Expense Report

Colin Davidson | 7

[ Save for Later |

[& Summary and Submit

Quick Start [ Populate From ~|| eco
*Business Purpose [Meeting v Destination Location BURLINGTON VT Q
*Report Description Annual Meeting & Attachments
Reference aQ
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | 4§ Quick-Fill Total 0.00 USD
) *Expense Type Description *Payment Type *amount *Currency
20020 |5f [ | C — 1w b5 o BE
J 254 characters remaining
Expand All | Collapse All Total 0.00 USD

Enter the Date of the expense by either typing a valid date or selecting the date using the calendar

icon. NOTE: This date cannot be in the future.
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Create EXDGI’]SG RGDOI’T Save for Later | [E Summary and Submit
Colin Davidson |7
Quick Start | Populate From v|| &0
Busi Purpose Mesting | Destination Location| BURLINGTON VT Q
*Report Description |annual Meeting j., Attachments
Reference aQ
Expenses
Expand All | GCollapse Al Add: | [G My Wallet (0) | £ Quick-Fill Total 000 usD
*Date *Expense Type Deseription *Payment Type =hmount *Currenty
12032018 |ff | Vil [ v A noo [Uso @ =
254 characters remaining
Expand All | Collapse All Total 000 USD

To choose the expense type, click the Expense Type drop-down to view the available expense types.

Create Expense Report

Colin Davidson (7

[ Save for Later | @ Summary and Submit

Finger Printg & Background Cks
Foster Parent Damage Claim

Expand All | Collapse All

Foster Parent Food

Foster Parent Recruitment
Foster Parent Reward-Recognitn
Foster Parent Support Misc
Foster Parent Training
GASOLINE

IN AIR TRANSP

IN BREAKFAST

IN COMMUTER MILE

IN GONF/TRAIN REGIST
IN DINNER

IN INCIDENTALS
INLODGING

IN LUNGH

Quick Start [_Fopulzte From v|| 60
“Business Purpose [Meeting v Desti Location| BURLINGTON VT Q
*Report Description | Annual Meeting & Attachmenis
Reference Q
Expenses [
Expand All | Collapse All Add: | [ My Wallet (0) | 4 Quick-Fill Total 0.00 USD
*Date & *Expense Type Description *Payment Type *Amount *Currency
121032015 ||l {Famiy Freservation Support = 1 v A 000] [USD _|Q =

254 characters remaining

IN MILES REDUCED RATE
IN TRANSPORT OTHER
INVEHICLE RENTAL
INTERMET AGCESS

ITEMS FOR RESALE
[Judicial only-Court Incentives
LEG NT 50+ MI

LEG NT PER DIEM MEAL
LEG NT PER DIEM ROOM
LEG TX LESS 50 MI

LEG T PER DIEM MEAL

Expense Types are listed in alphabetical order.
See Bulletin 3.4 and the Expense Type list for
guidance on Expense types. For Out-of-State

travel, the Expense Type should be an "OUT"
Expense type. Use the up and down arrows to
scroll through the available options.

Select the appropriate Expense Type from the list provided.
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The expense type displays along with the additional fields that need to be populated. The displayed
fields vary depending on the expense type selected. Payment Type is ‘Employee’ and Billing Type is
‘Non-Taxable — Internal’.

Create Expense Report [ Save for Later | [B Summary and Submit
Colin Davidson (:
Actions [ ._Choose an Action v|| so
*Business Purpose ‘ Meting hd Destination Location BURLINGTON VT Q
*Report Description |Annual Mesting &, Attachments
Reference Q
Expenses (7
Expand All | Collapse Al Add: | [Gy My Wsllst (0) | £ Quick-Fill Total 0.00 USD
*Date *Expense Type *Payment Type *Amount *Cumency
12/03/2018 |5 [INMILES - FULL v * [Mileage to Annual Mesfing [CQll [Employes ~ 14 0.00] [USD HE=
= —
orcmanEing Type Non-Taxabl v ) I Default Rate *Exchange Rate | 1.00000000) %, [
*Originating Location Q,
I N [INon-Reimbursable ~ Base Currency Amount 000 UsSD
*Destination Location |BURLINGTON VT Q O
No Receipt
*Miles x 0.5450 :
Accounting Details 7
Expand All | Collapse Al Total 0.00 USD

Enter an explanation of the expense in the Description field on the line. If there were locations
travelled to along the way, those can be indicated here.

Create Expense REDOF‘t [ Save for Later | [& Summary and Submit
Colin Davidson |
Actions | Choose an Action || co
*Business Purpose | Meeting ~ Destination Location BURLINGTON VT Q
*Report Description |Annual Meeting A% Attachments
Reference aQ,
Expenses 7
Expand &1l | Collapse Al Add: | [ My Wallet (§) | 4 Quick-Fil Total 0.00  USD
*Date *Expense Type *Description *Payment Typs *Amount *Cumency
10082018 | [INMILES- FULL v]  "[Miteage to Annual Mesting [ [Employes vl 4 0o [USD FH =
229 characters remaining
I o - I [ Default Rate *Exchange Rate | 1.00000000 o, Ry
riginating Location |mon Q
— " [INon-Reimbursable ~ Base Currency Amount 000 UsD
*Destination Location [BURLINGTON VT o} O
No Receipt
*Miles x 0.5450 :
Accounting Details | 7
Expand &ll | Collapse Al Total 0.00 usD

Enter a few letters of where you started your trip into the Originating Location field and click look up

icon.
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The Look Up page displays the locations that match your criteria.

Expense Training Guide - Employee/De

Look Up

Advanced Lookup

Look Up Cancel
Search Results
View 100 First ‘4’ 1.30fz B Last
Originating Location Description
MT MONTAMA
il L RN A Lo i ==RR
MNTPR MONTPELIER WT

Search by: |Originating Location s |begins with |

Help

Select the Originating Location link for the appropriate location.

The Create Expense - Details page displays the Originating Location selected.

legate

Create Expense REDO!’T [ Save for Later | [& Summary and Submit
Colin Davidson |7
Actions [...Choose an Action v|| co
*Business Purpose | Mesling hd Destination Location BURLINGTON VT Q
*Report Description | Annual Mesting 4, Attschments
Reference (e}
Expenses (¢
Expand Al | Collapse All Add: | [ My Wallet (0) | £F Quick-Fill Total 000  USD
*Date *Expense Type *Description *Payment Type tAmount *Currency
10082018 | [INMILES - FULL v]  *[Mileage to Annual Mesting | [Employes vl o4 usD =
229 characters remaining
o e o o -
— Losestl - I Default Rate *Exchange Rate | 1.00000000 B
riginating Location [MOMTPELIER VT Q I
W [ Non-Reimbursable Base Currency Amount 0.00 usD
TOM W T L=y
One Receipt
Accountng Detans | ¢
Expand All | Collapse All Total 0.00 USD

Enter the number of miles for the round trip into the Miles field.
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The Amount automatically populates.

Create Expense Report [ Save for Later | & Summary and Submit
Colin Davidson (7
Actions [ .Choose an Action v|| o
*Business Purpose [Mesting ~ Destination Location BURLINGTON VT Q
*Report Description Annusl Mesting A Aftachments
Reference Q,
Expenses (%
Expand All | Collapse Al Add: | [ My Walet (D) | £ Quick-Fil Total 1908 USD
*Date *Expense Type *Descripfion *Payment Type *Amount [Currency
12032018 | [IN MILES - FULL v “|Mi\eage to Annuzl Mesting F__“ Employes v F 18.08) UsD FE=
229 characters remaining
__ *Billing Type Taxable - Ir v 4 Default Rate *Exchange Rate | 1.00000000 &, @
*Originating Location MOMTPELIER VT a
— . [ Non-Reimbursable ~ Base Currency Amount 1908 USD
*Destination Location [BURLINGTON VT Q
- One Receipt
Miles 35 x 0.5450
Dccnunﬁng Details | 7
Expand &ll | Collapse All Total 19.08 USD

Expand the Accounting Details section by clicking the Expand Accounting Lines " icon.

The Accounting Details section expands and the ChartFields for the line display.

Creale Expense Report

[& Save for Later | Ej Summary and Submit
Colin Davidson (?

Actions [, Choose an Action V|| &0

*Business Purpose | Mesting v

Destination Location |BURLINGTON VT Q

*Report Description [Annual Meeting A4 Aftachments

Reference aQ
The default ChartField values can be
Expenses (7 o
Expand &l | Collapse Al add: | [ My Wallst (0) | £ Quick-Fil updated for a” fleIdS exce pt the
_ Account. Additional accounting lines
*Date *Expense Type *Description
10082018 |[#) [IN MILES - FULL ~]  *[Mieage to Annual Mesting can be insert by selecting the icon.
229 characters remainin
“siing Type[ T V] ’
*Originating Location MONTPELIER VT qQ
*Destination Location BURLINGTON VT a, [INon-Reimbursable ~ Base Currency Amou 1908 UsSD
) [INo Receipt
“Miles 35 x 0.5450

Accounting Details (7

Chartfields | [0

Amount ‘GLUNt  Monetary Amount gx‘:"”l' E;f:a"ug Fund Dept Program Class Project
he.og||os100 | 19.08 USD 1.00000000 20105 | @, (3100002000 |Q 58290 Q |Z0017 @ |ZMVT D00 QL ﬂ j

Expand &Il | Collapse All

Total 19.08 USD

The User Defaults on the employee’s profile defaults the ChartField information into the Accounting
Details section for the following fields: GL Unit, Fund, Dept. Some employees may also have default

ChartField information for the following fields: Program, Class, Project. The Account defaults from the
Expense Type and does not display.
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Create EXDEHSE Repor‘t [ Save for Later || [E Summary and Submit
Colin Davidson (7
Actions [_Choose an Action v]| co
*Business Purpose | Mesfing > Destination Location |BURLINGTON VT Q
*Report Description [Annusl Mesting 4 Aftachments
Reference Q
Expenses
Expand All | Collapss All Add: | [Z My Wallst (0) | £F QuickFill Total 1908 UsD
*Date *Expense Type *Description *Payment Type *Amount *Currency
10082018 |5 [INMILES - FULL v]  *[Mileage to Annual Mesfing J7 [Employes v 4 1908 [UsD =
229 characters remaining
*Billing Type [Non Taxab v] [ Default Rate *Exchange Rate | 1.00000000 ¢, [
*Originating Location MONTPELIER VT Q
-~ N [ Non-Reimbursable Base Currency Amount 1808 USD
*Destination Location BURLINGTON VT Q
N [INo Receipt
“Miles 35 x 0.5450
Accounting Details 7 oy . . .
Additional expense lines can be insert by
Chartfields . .
mmount LNt Moretay Ameunt ST BTN rng oo selecting the &l icon. Select the
fi5.08] [p8100 |, 19.08 USD 1.00000000[20105 |, 51000020 appropriate expense type and enter the
details for the expense line.
Expand All | Collapse All

Click the Summary and Submit link.

The Create Expense Report — Submit page displays.

Create Expense Report

Colin Davidson
*Business Purpose\ Meeting

]

*Description Annuzl Meefing

Reference

Totals (# & Vview Printable Version

Employee Expenses (1 Line) 18.08 UsSD

Cash Advances Applied 0.00 UsD

Amount Due to Employee 19.08 USD

By checking this box, | certify the

O

are

entitled.

Submit

Non-Reimbursable Expenses

4 view Analytice

0.00

Prepaid Expenses 0.00

Amount Due to Supplier

and comply with expense policy.

By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

(5 Expense Details

Actions | __Choose an Action ~| | se

42. Aftachments

usD Employee Credits 0.00 USD
usD Supplier Credits 0.00 USD
0.00 USD Total Taxable Expenses 0.00 USD

(applicable taxes will be withheld from your pay)

Click the Notes link.
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The Expense Notes page displays.

Expense Notes
Help
Add Motes
Notes Personalize | Find |L.T | L_-;.| First 4 b/ Last
Motes Name Role Action Date/Time
OK Cancel
Enter Notes.
Expense Notes
Help
Mileage for Annual Meeting
Add Notes
Notes Personalize | Find | [E | L_-;.| First '&' 10of1 ‘& Last
Notes Name Role Action Date/Time
OK Cancel

Click the Add Notes button.

Expense Training Guide - Employee/Delegate
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The Comments are added to the Notes section. The Name, Role and Date/Time field values are
populated with the user who created the note and when.

Expense Notes
Help
]
Add Motes i
Notes Personalize | Find | 20 | B¢ First (4 10f1 * Last
Notes Name Rale Action Date/Time
Mileage for Annual - i 0o idson Employes 12122018 3:57-56PM =]
Meeting
Cancel
Click the OK button.
The Create Expense Report — Submit page displays and the Notes icon is updated.
Create Expense Report [ Expense Details
Colin Davidson Actions [ .. Choose an Action ~| | 80
*Business Purpose [Meeting hd
*Description Annual Meeting
Reference Q
Totals 7 &) iew Printable Version B View Analytics # Attachments
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsSD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD
’RI'\I]'Eﬁn = ‘i*ii ‘In' na -I\"nng H E;H- n i ii &
By checking this box, | certify the i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form rep the actual exp to which thiz employee is legally
entitled.

NOTE: The Certification checkbox and Submit Expense Report button are disabled. A delegate is
authorized to create an expense transaction on behalf of another employee, but you cannot submit
the transaction. Contact Finops if you need authorization to submit on behalf of another employee.

Click the Save for Later link.
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The Modify Expense Report — Submit page displays. The Report ID is assigned, and the Status is
‘Pending’.

Modify Expense Report H__S;vg for Lated | [ Expense Details
Colin Davidson Actions [...Choose an Action w| G0
*Business Purpose| Meeting et I Report 0000532371 Pending I
*Description | Annual Meefing
Reference Q
Totals (2 &3 iew Printable Version B4 view Analytics 2 MNotes A&+ Attachments
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 USD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 usD Supplier Credits 0.00 USD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD
{applicable taxes will be withheld from your pay)
By checking this box, | certify the exp are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

entitied.
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Verify/Change accounting detail for expense line(s)

Situations when this function is used: While creating an expense report, you can review the accounting
details (Chartfields) for each expense line. Please note that the accounting details are defaulted in and will

be the same on each line unless you make changes

WorkCenter Navigation: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >

Create/Modify

Enter Expense Report ID and click search.

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a Mew YValue

Search Criteria

-

Report ID| begins with

L]

Repart Description| begins with

L |

Mame| begins with

L]

Empl ID| begins with

Eilye

Creation Date| = v

Case Sensitive
Lirit the number of results to (up to 300). |300

- = - .
Search Clear Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value
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Click Expand Section

Medify Expense Report

Colin Davidson (7

*Business Purpose | Training

Expense Training Guide - Employee/Delegate

"to expand the accounting lines.

Save for Later | [ Summary and Submit

Actions. [ Choose an Acti v|| o
Report 0000532363 Pending
*Report Description Travel for VISION training Destination Location MONTPEL T Q,
Reference Q & Attachments
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | #F Quick-Fill Total 26.71  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
120372013 _|[5) [IN MILES - FULL v *[Travel to Montpelier for VISION fraining J& [Employee M 4 2671 |usD =
214 characters remaining
Expand Al | Collapse Al Total 2671 USD

Click the Accounting Details
bottom of each Expense line

"to expand the accounting lines. The accounting detail link is located at the

Modify Expense Report

Colin Davidson (7

*Billing Type| Non-Taxabl v
*Qriginating Location MCNTPELIER VT
“Destination Location BURLINGTON VT

“Miles 40 x

Accounting Details (7

Save for Later @ Summary and Submit

Actions | _Choose an Action v|| GO
“Business Purpose | Meeting M Report 0000532365 Pending
*Report Description Annual Meeting Destination Location BURLINGTON VT Q
Reference Q &i Attachments

Expenses (7
ExpandAl | ColapseAl  Add | & My Wallt(0) | £ QuekFil Tot! .0 Usd

“Date “Expense Type *Deseription *Payment Type *Amount *Currency

1211012018 Eﬂ IN MILES - FULL v *Travelto Burlington 4 Employee v [% 2180 USD E

234 characters remaining

&

¥l Default Rate *Exchange Rate 100000000 ¢, By
Q Non-Reimbursable ~ Base Currency Amount 2180 USD
Q

No Receipt

Lines can be added by clicking the Add button and can be deleted by clicking the =! Minus button.

Expenses (7
Expand All | Collapse Al Add: | [ My Wallet @) | 4F Quick-Fil Total 8720 UsD
*Date *Expense Type *Description *Payment Type *Amount *Currency
121012018 |5 [INMILES -FULL v|  "[Travelto Buriington 2 [Emoioyee 4 2180 |usD =
234 characters remaining
N *Billing Type | Non-Taxabl v ¥l Default Rate *Exchange Rate | 100000000 ¢, BB
"Originating Location [MONTPELIER VT Q Non-Reimbursable  Base Currency Amount 2180 USD
*Destination Location BURLINGTON VT Q No Receipt
*Miles 40 x 0.5450
Accounting Details (2
Chartfields | [0
Amount “GLUAt  Monetary Amount  CUnENCY  Exehange g Dept Program Class Project
2180 03100 |Q 21.80 USD 100000000 20105 @ 3100002000 |Q |59290 @ Z0017 |@ EMVT  0004Q Iﬂ jl
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MOdIfy Expense Repor‘t Save for Later @-Summar,' and Submit
Colin Davidson (7
Actions | Choose an Action v|| co
*Business Purpose | M ] v Report 000! Pending
*Report Description Annual Meeting Destination Location BURLINGTON VT Q
Reference Q lﬁ Attachments
Expenses (2
Expand All | Collapse Al Add: | [, My Wallet (0) | 4 Quick-Fill Total g0 usD
‘Date *Expense Type *Description “Payment Type *Amount *Currency
1 018 Eq IN MILES - FULL v *Travel o Burlington //I@ Employee v ﬁ% 2180 UsD
234 characters remaining
& *Billing Type| Non-Taxabl ¥l Default Rate *Exchange Rate | 1.0 L =Y
“Originating Location MONTFELIER VT Q Non-Reimbursable ~ Base Currency Amount 2180 USD
*Destination Location BURLINGTON VT Q No Receipt
*Miles 40 x 05450
Accounting Details (7
Note: The account code
Chartfields H
and GL Unit should
Amount *GL Unit Monetary Amount E:g:ncy E’;;‘ga”ge Fund Dept Program Class Project ne er be changed
Vi .
21.80 08100 |Q 21.80 USD 1.00000000 20105 |@, 8100002000 @ [59290 Q 20017 |@ ZMVT  0D0HQ ﬂ j
08100 |Q usD 1.00000000 20105 |, 5100002000 @ (59290 Q Z00M7 |Q ZMVT  0004Qy & =]

Page 34 of 198



2 ~~_VERMONT Expense Training Guide - Employee/Delegate

Save Expense Report for Later

Situations when this function is used: When entering expense reports, it is important to save often.
We recommend saving after every few lines to avoid losing any work.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

Create Expense Report

Colin Davidson (7

Save for Later E‘, Summary and Submit

Actions _ Choose an Action - GO
*Business Purpose Training - Destination Location MONTPELIER VT a
*Report Description Travel for VISION training &’, Aftachments
Reference a
Expenses (7
Expand All | Collapse All Add: | g5 My Wallet (0) | 4F Quick-Fill Total 2671 UsD
*Date *Expense Type *Description *Payment Type *Amount *Currency
12/03/2018 |E  INMILES - FULL - * Travel to Montpelier for VISION training 2 "Employee - A 2671| USD =
214 characters remaining
*Billing Type Mon-Taxabl - [¥] Default Rate *Exchange Rate | 1.00000000) b,
*Originating Location \WOLCOTT VT Q
[CI Non-Reimbursable Base Currency Amount 2671 UsD
*Destination Location [MONTPELIER VT Q
[Fne Receipt
*Miles 49 x 0.5450
Accounting Details (7
Total 26.71 usD

Expand All | Collapse All

While working in an expense report you can save it to come back to later at any time by clicking on the
Save for Later link.

The Modify Expense Report — Details page displays. The Report ID is assigned, and the Status is
‘Pending’.

Modify Expense Repor‘t [ Save for Later | [ Summary and Submit
Colin Davidson (7
Actions _ Choose an Action - | GO
*Business Purpose Training - Report 0000532262 Pending
*Report Description | Travel for VISION training Destination Location ¥ Q
Reference Q 4 Attachments
Expenses (7
Expand Al | Collapse Al Add: | [ MyWallet (0) | £F Quick-Fill Total 2671 UsD
*Date *Expense Type *Description *Payment Type *Amount =Currency
. = 6 =
12/03/2018 |/ INMILES-FULL - Travel to Montpelier for VISION training Employee - % 26.71 USD
214 characters remaining
*Billing Type Mon-Texabl - [7] Default Rate *Exchange Rate | 1.00000000 #, El
*0Originating Location WOLCOTT VT Q,
o . [Z] Hon-Reimbursable Base Currency Amount 2671 USD
*Destination Location MONTPELIER VT Q.
_ [ Ho Receipt
*Miles 49 x 0.5450
Accounting Details (7
Expand All | Collapse Al Total 2671 USD
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Finish and Submit

Situations when this function is used:
and the accounting information is verif

Expense Training Guide - Employee/Delegate

After all the expense lines, receipts and notes have been added
ied the expense report is ready to be submitted for approval.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >

Create/Modify

Create Expense Report

Colin Davidson (¥

& Save for Later I Q} Summary and Submit I

Actions [._Choose an Action v]| B0
*Business Purpose| Meeting hd Destination Location |[BURLINGTON VT Q,
*Report Description Annual Mesting 44  Aftachments
Reference Q
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | $F Quick-Fil Total 19.08  USD
*Date *Expense Type *Description *Payment Type *Amount Currency
10/M82018 |[H [INMILES - FULL v]  *[Miteage to Annual Mesfing [ [Employes vl 4 + =

*Billing Type Non-Taxabl v

*Originating Location MOWNTPELIER VT

228 characters remaining

V] Default Rate *Exchange Rate

[INon Reimbursable  Base Currency Amount

*Destination Location BURLINGTOM VT Q
N Cne Receipt
*Miles 35 x 0.5450
Accounting Details | %
Chartfields | [
Amount *GLUnit  Monetary Amount Egg:"“ E:f:"’"ge Fund Dept Program Class Project
fis.0g| [pa100 |@, 19.08 USD 1.00000000 20105 |, (5100002000 |, 59290 @, [zoo17 |@, [ZmvT  DDDj@y [+ [=]
Expand All | Collapse All Total 19.08  USD

Click the Summary and Submit link.

The Create Expense Report — Submit page displays. NOTE: The Modify Expense Report — Submit page
displays if you previously clicked the Save for Later link.

Create Expense Report

[ Save for Later Fl_: Expensze Detailz

Colin Davidson Actions|...Choose an Action ]| so
*Business Purpose [Masfing ~
*Description Annual Meeting
Reference Q
Totals (% & \iew Printable \fersion B view Analytics & #, Attachments
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsSD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
danpioabie e il be ithbald fom uour oo

By checking this box, | certify the exp:
By submitting this Expense Report | certify under penalties of perjury
entitled.

are

O

and comply with expense policy.

that the information given on this form rep the actual to which this employee is legally

Review the certification message and select the Certification checkbox.
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Expense Training Guide - Employee/Delegate

[ Save for Later E’J Expensz Details

Create Expense Report
Colin Davidson Actions [ Choose an Action ~| | G0
*Business Purpose [Mesfing ~
*Description Annual Meeting
Reference Q
Totals (¢ & ‘iew Printable Version B3 view Analytics & Notes 4 Attachments
Employee Expenses (1 Ling) 19.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
{applicable taxes will be withheld from your pay)
m By checking this box, | certify the i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
e
I Submit Expense Report I
Click the Submit Expense Report button.
The Create Expense Report — Submit Confirmation page displays.
Expense Report Submit Confirm
Help
Create Expense Report
Submit Confirmation
Colin Davidson
Totals
Employee Expenses (1 Line) 18.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsSD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD
(applicable taxes will be withheld from your pay)

Cancel

Click the OK button.
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The View Expense Report - Submit page displays with the message 'Your expense report (ER ID) has

been submitted for approval.' The status is updated to 'Submission in Process'. The Report ID is
assigned.

View Expense Report [ Expense Details

P Actions [__Choose an Action || GO
IYour expense report 0000532370 has been submitted for approval. I
Business Purpose Meeting I Report 0000532370 Submission in Process I
Description Annual Meefing Created 12/12/2018  Colin Davidson
Reference Last Updated 12122018  Colin Davidson
Post State Mot Applied
Totals (2 (& iew Printable Version EE View Analytics k:: Motes
Employee Expenses (1 Line) 19.08 USD MNon-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD

(applicable taxes will be withheld from your pay)
# By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

entitled.
I Refresh Approval Status I
[G" Retumn to Search =] Motify

Click the Refresh Approval Status button.
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The expense report has been routed to the supervisor for approval. The Withdraw Expense Report
button displays and is enabled. The Approval History section displays the approval path for the
expense report, who submitted the transaction, who it is routed to, the action performed and the
date/time when the action occurred. The status is updated to' Submitted for Approval'.

View Expense Report [ Expense Details
Colin Davidson Aclions GO
Business Purpose Meeting | Report 0000532370 Submitted for Approval I
Description Annual Mesting Created 121222018  Colin Davidson
Reference Last Updated 121220182  Colin Dgydegg
Post State Mot Applied
fotals 6 View Prinao Version ) View Anayics Select the Withdraw Expense Report button if
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses D0.00 yo u need tO m a ke C h a nges tO a Su b m |tted
Cash Ad: Applied 0.00 USD Py id E: 0.00 . .
I R expense report. The transaction is removed
Amount Due to Employee 19.08 USD Amount Due to Supplis a
from the approver’s worklist and can be
By checking this box, | certify the expenses submitted are accurate and comply wi#expense policy. 1Fi H H
v By submitting this Expense Report | certify under penalties of perjury that tdinformation given on this form rd mOdlfled' The Status IS updated to pendlng'
entitled.
Submit Expense Report I Withdraw Expense Report I Submitted On 1271272018 Submitted By Colin Davidson

Approval History

Submithed EX Module Supervisar Expense Coordinator Payment
Cofin Davidsan Ava Grace [Pooled) aym

Action Role Name Date/Time
Submitted Employee Colin Davidson 12122018 4:03:57PM
[G" Retumn to Search || (<] Natify
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Duplicate Expense Reports

Situations when this function is used: You will receive a warning message when you save an expense
report for later or submit and expense report and there is a duplicate expense.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

Create EXDEHSG Repor‘t [ Save for Later |§[E Summary and Submit
Colin Davidson
Actions [ Choose an Action v]| o
*Business Purnose [Mesting hd Destination Location BURLINGTON VT Q
*Report Description |Annusl Mesting A4 Aftachments
Reference Q,
Expenses
Expand All | Collapss Al Add: | [ My Wallet (0} | £ Quick-Fil Total 19.08  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
2032018 B [INMILES - FULL v]  *[Mieage to Annual Meeting |7 [Employee vl 4 19.08) [UsD [+ [=
229 characters remaining
*Billing Type| Taxable -Ir v i 1+l Default Rate *Exchange Rate bR
*Originating Location |MONTPELIER VT L=}
- . [INon-Reimbursable ~ Base Currency Amount 19.08  USD
*Destination Location BURLINGTON VT Q O
No Receipt
*Miles 35 x 0.5450 ?
Accounting Details |7
Expand All | Collapss All Total 19.08 USD

Click the Save for Later link.

NOTE: Duplicates are checked when the Save for Later link is selected and when the Submit Expense
Report button is selected.

If a duplicate expense line exists, the following message will display.

Message

Warmning, at least one line has been flagged as a duplicate (22000,110)
Click OK to continue or Cancel to go back to review.

ek _cancel |
NOTE: Clicking the OK button will save the expense report with errors. Click Cancel if you do not want
to save the report. Lines in error should be corrected prior to submitting the expense report.

Click the Cancel button.
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The Review Exceptions icon displays on the duplicate expense line.

Create Expense Report

[ Save for Later | |2; Summary and Submit

Colin Davidson (7
Actions [__Choose an Acfion v|| cGo
*Business Purpose [Mesting hd Destination Location BURLINGTON VT Q
*Report Description | Annual Meeting Lo; Aftachments
Reference Q
Expenses [
Expand All | Collapse All Add: | [ My Wallet (0) | z;' Quick-Fill Total 19.08  USD
*Date *Expense Type *Description *Payment Type =Amount *Cumrency
12032018 |5 [INMILES - FULL v]  *[Mileage to Annual Mesting I [Employee v A 0] [Pt =
229 characters remaining
(;Q *Billing Type| Taxable - Ir w ¥ Default Rate *Exchange Rate 1.00000D00] Q ﬁé
briginating Location MONTPELIER VT Q [INonReimbursable ~ Base Currency Amount 1908  USD
*Destination Location BURLINGTOM WT a I No Receipt
*Miles 3 x 0.5450
Accounting Details 7
Expand All | Collapse All Total 19.08 USD
@
Click the Review Exceptions icon.

The View Exception Comments and Risks page displays. The Comment field identifies duplicate the

expense sheet and line.

Create Expense Report

General Information

Reference

View Exception Comments and Risks

Report Description Annual Meeting
Business Purpoze Mesfing

Report ID 0000332371

Exception Information

Line

1IN MILES - FULL

Exception

Duplicates Exist

Comment

Expense line is a duplicate of Line 1, Sheet |d DDDDS32370.
Date 2018-12-03, Amt Spent 19.08 USD.

5323

Retumn To Expense Report

Delete or correct the duplicate line.
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Copy Expense line(s) for an Expense Report
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Situations when this function is used: This functionality allows an employee to create one or multiple new

lines by copying an existing line on an expense report.

WorkCenter Navigation: Home page > TE tile > Expense Reports > Create/Modify

Expense Report

Menu Navigation: Employee Self-Service > Travel and Expenses > Expense Reports > Create/Modify

Click the Actions drop-down to ... Choose an Action

Click the Copy Expense Lines button and Click GO

VT Travel and Expenses

Create Expense Report

Colin Davidson (2

[ Save for Later | [ Summary and Submit
Actions [ Choose an Action 9
“Business Purpose [Meeting Destination Location BURLINGTON VT

“Report Description Annual Meeting 4, Atiachments

Reference

Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) |1 47 QuickFi Total 2180 USD
“Date “Expense Type *Description *Payment Type *Amount *Currency
1211072018 |5 [INMILES - FULL v *[Travel to Buriington A2 [Employee 4 21.80 [usD HE
234 characters remaining
“Billing Type  Non-Taxabl ¥ ¥ Default Rate “Exchange Rate | 1.00000000 4, [
“Originating Location MONTPELIER VT aQ
. ~ Non-Reimbursable ~ Base Currency Amount 2180 USD
*Destination Location BURLINGTON VT Q
No Receipt
“Miles 49 x 0.5450
Accounting Details
Expand All | Colapse Al Total 2180 USD

New Window

L

The system defaults to Copy to One Date and copies to non-holiday workdays. If you want to copy to a

Weekend day or Holiday, you will need to check the corresponding checkbox.

Copy Expense Lines X
Help
Choose the Copy to One Date option if you want to copy each selected line just once using the To Date as
the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
the expense date for the new lines set to each day within the specified date range. Select the expense lines
to copy and press OK.
Copy Option
® Copy to One Date To Date 1211012018 |[5)
Copy to Range of Dates From Date Ell Include Weekends
To Date Bl Include Holidays
Select Expense Type Expense Date Amount Spent Currency
td IN MILES - FULL 12110/2018 21.80 USD
oK Cancel
3
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When copying to one date, enter the Date you want to copy to into the To Date field next to the Copy one

Date field.
Select the Line you wish to Copy and Click OK

To Copy to a range of dates, click the Copy to Range of Dates option.

Enter the date range you want to copy to into the From Date and To Date fields and Select the Line you

wish to Copy

Click the OK button

Copy Expense Lines

to copy and press OK.

Copy Option
Copy to One Date To Date El
® Copy to Range of Dates From Date [12/09/2018 |[5)
To Date |12/10/2018 |5
Select Expense Type Expense Date
Ld IN MILES - FULL 121072018
Ld IN MILES - FULL 12/09/2018
Ok Cancel

Choose the Copy to One Date option if you want to copy each selected line just once using the To Date as
the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
the expense date for the new lines set to each day within the specified date range. Select the expense lines

Include Weekends
Include Holidays
Amount Spent Currency

21.80 USD
21.80 USD

Help

The Create Expense Report page displays with the copied line(s).

Click the Expand Section link to adjust the information for the copied lines.

[ Save for Later | B Summary and Submit

Actions | Copy Expense Lines

Modify Expense Report
Colin Davidson (7
“Business Purpose [ Meeting M Report 0000532365 Pending
“Report Description /Annual Meeting Destination Location BURLINGTON VT aQ
Reference Q &4 Anachments
Expenses (¢
Expand Al | Collapse All Add: | [ My Wallet (0) | £ Quick-Fil
“Date “Expense Type “Description “Payment Type
12/10/2018 | [INMILES - FULL v *Travel to Burlington & [Employee v
234 characters remaining
12/09/2018 |3 |INMILES - FULL v *[Travel to Montpelier //L?‘ Employee v
234 characters remaining
121102018 |5j [INMILES - FULL v *[Travel to Burlington //E\ Employse v

Total

87.20

*Amount
21.80

21.80

21.80

V[ 6o
usD

*Currency

usb =
usb =
usD =
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Create Expense Lines Using Quick-Fill

Situations when this function is used: Another way to save time when creating expense lines is to use
Quick-Fill. The functionality enables an employee to add one or multiple lines to an expense report by
selecting the appropriate expense type and specifying the date or date range for the expense. You will
then enter the remaining information that pertains to each expense type.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

Create Expense Reporl [ Save for Later | [E Summary and Submit
Colin Davidson
Quick Start [ Populate From ~| ©o
*Business Purpose|Traimng hd Destination Location MONTPELIER vl =@
*Report Description |Mileage to VISION Training & Attachments
Reference Q
Expenses
Expand All | Collapse Al Add: | [Z My Wallet @ | £F Quick-Fill Total 0.00 USD
*Date *Expense Type Description *Payment Types *Amount *Cumency
W ] ~] \ e v A ooo] [uso o HE
254 characters remaining
Expand &ll | Collapse All Total 0.00 USD
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Select the Quick-Fill link.
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The Quick-Fill page displays with a list of the expense types. The From and To dates default to the
current date.

Help

The defaulted date range should be
updated to ensure the lines are
created with the appropriate dates.

Use the scroll bar to view
more expense types.

Quick-Fill
Enter the date range you want applied to the expenses you will be adding to the repart. Then choose the expense types
and whether you want to add one instance of the expense type or have an eniry of that expense type for each day
within the date range.
Date Range
From [1211372018 |&) To[12M132018 [H
Add Expense Types:
One Day All Days |Expense Type
O O JAGRIC HORT WILDLIFE
O [0 JAUTO REPAIRS
O | AUTO SUPPLIES
O | BOOKS SUBSCRIPTIONS LIB-ED
O O |cERTIFICATION PEST/HERBICIDE
O [0 [CcLOTHING
O | Client Meetings-Econ Dev Only
O 0 |DATAWIRELESS MOBILE
O O |ooC 75% PER DIEM OUTST
O | DOC FULL PER DIEM OUTST
oK Cancel

Update the From and To dates.
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Quick-Fill
Help

Enter the dste range you want applied fo the expenses you will be adding to the report. Then choose the expense types
and whether you want to add one instance of the expense type or hawe an entry of that expense type for each day
within the date range.

Date Range
From 11/262018 |5 To[11/282018 |3

Add Expense Types:

One Day All Days | Expense Type

O [l IM INCIDEMTALS A
O 0 | INLODGING
O [0 | INLUNCH
O [l IM MILEAGE ADAPT VAN
O @ IN MILES - FULL
O [0 | INMILES REDUCED RATE
O [ IN TRANSPORT OTHER
O [l IN WEHICLE RENTAL
O [0 | INTERMET ACCESS
O [l ITEMS FOR RESALE v
OK Cancel

NOTE: A single line for the se@ed expense type is created using the first day in the date range when
the One Day checkbox is selected. If the All Days checkbox is selected, a line is created for each day in

the date range.
Click the Select checkbox next to the expense type you are adding to the expense report.

Click the OK button.
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The Create Expense Report — Details page displays. Lines are created for the expense types selected. A
single line is created when One Day was selected, and multiple lines are created when All Days was
selected.

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson (7
Actions [__Choose an Action v]| co
*Busineas Purpose [Training hd Destination Location MONTPELIER VT Q
*Report Description |Milzage to VISION Training A Attachments
Reference Q
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fill Total 0.00  USD
*Date *Expense Type *Descripfion [-Payment Type *Amount *Currency
117262018 |3 [INMILES - FULL ~ 1 [z fEmpioyes vl 4 000 [USD =
254 characters remaining
| t‘_‘Bi”\Lﬂu'l't!_fpe Non-Taxabl v - [ Default Rate *Exchange Rate | 1.00000000 ¢, [
Driginating Location A
— N [ Non-Reimbursable Base Currency Amount 000 USD
*Restination Location MONTPELIER WT Q O
No Receipt
*Miles x 0.5450 o Recen
Accounting Details | 7
The displayed fields vary depending on
) the expense type selected. The
11272018 | [INMILES - FULL ~ I [Employe : ' X
754 characters g required fields displayed need to be
*Billing TypeNon-Taxab | [ Default Rate
“Briginating Location H
ginating a Dl wonReimbured completed for all added lines.
+Bestination Location MONTPELIER VT aQ O
No Receipt
“Miles x 0.5450 o
Accounting Details 7
1172802018 | [INMILES - FULL v IE0 [Employee vl 4 000, USD =
254 characters remaining
p ,ﬁginat;.?[;"ﬁ;!{gﬁ HonTexetl v Q M Default Rate *Exchange Rate 1.000D00DD| 74, %
o R A [ Nen-Reimbursable Base Currency Amount 000 USD
*Restination Location MOMTPELIER WT Q 0
"Miles x 0.5450 Ho Recetpt
Accounting Details 7

Enter an explanation of the expense in the Description field on the line.
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Create Expense Report

Colin Davidson (¥

[ Save for Later | Ev Summary and Submit

Accounting Details 7

Actions [_Choose an Action v Go
*Business Purpose|‘rraining hd Destination Location MONTPELIER VT Q,
*Report Description |Mileage to VISION Training 44 Aftachments
Reference a
Expenses (7
Expand Al | Collapse All Add: | G My Wellet @) | £ Quick-Fill Total 0.00  USD
*Date *Expense Type *Description *Payment Type *Amount *Cumrency
117262018 |5 [INMILES - FULL v]  *[Mileage to Training J [Employes v 4 0.00 |usD =
235 characters remaining
pres— 'I'_- o I Defautt Rate *Exchange Rate | 1.00000000 %, [
riginating Location bur I
- [ Non-Reimbursable Base Currency Amount 0.00 USD
~ e Receipt
“Miles x 0.5450
Accounting Details (7
1172772016 _|[ij [INMILES - FULL v J7  [Employes v 4 0.00] [USD ==
254 characters remaining
*Origi t"‘BiHIi_nthl'(pa ton Toad v ] Default Rate *Exchange Rate | 1.0000000D| b [
riginating Location
o . [] Non-Reimbursable Base Currency Amount 000 USD
*Destination Location MOMTPELIER VT O
No Receipt
*Miles X D.5450 ’
Accounting Details (7
117282018 |5 [INMILES - FULL vt |7 [Employes vl 4 0.00] [USD =
254 characters remaining
o thiHIi_"g-rgpa Hon-Taxabl w [ Default Rate *Exchange Rate | 1.00000000| 7 [
riginating Location
[INon-Reimbursable  Base Currency Amount 0.00 USD
*Destination Location MONTPELIER VT O
No Ri t
“Miles X 0.5450 o reeew

Enter a few letters of where you started your trip into the Originating Location field.

Click the Look Up icon.

The Look Up page displays the locations that match your criteria.

Look Up

SetiD STATE
Originating Location| begins with w (|
Deszcription| beging with s ||bur

Lock Up Clear Cancel
Search Results
View 100 First 4 2af2 "B Last
Originating Location Description
BLURKE BUBRKE VT
BRLGT BURLINGTON VT

Basic Lookup

Help

Select the Originating Location link for the appropriate location.
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The Create Expense Report - Details page displays the Originating Location selected.

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson (7
Actions [, Choose an Action v|| so
*Business Purpose [Training ~ Destination Location MONTPELIER VT Q
*Report Description |Mileage to VISION Training &, Attachmenis
Reference Q
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fil Total 0.00 USD
*Date *Expenze Type *Description *Payment Type Amount *Cumrency
1172612018 |B [IN MILES - FULL v|  "[Mileage to Training [ [Empioyes vl 4 000 |UsD =

235 characters remaining

iginati i = [ Default Rate *Exchange Rate | 1.00000000
*Originating Location [BURLINGTON VT x|Q,

i

— - [INon-Reimbursable  Base Currency Amount 000  UsD
*Destination Location MONTPELIER /T Q 0
No Receipt
0.5450
Accounting Details (7
11272015 | [INMILES - FULL v 7 [ [Empioyes vl A4 000 [USD =1
254 characters remaining
<Oriai t‘_‘ﬂi”li_"u'I'ta_fpe__N""'T@‘ﬁb' v a ) Default Rate *Exchange Rate | 1.00000000 7, E&
nginating Location
o . [INon-Reimbursable  Base Currency Amount 000 USD
*Destination Location MONTPELIER VT Q O
No Receipt
“Miles X 0.5450 ’
Accounting Details ¢
117282016 |5 [INMILES- FULL vl }=)  [Empioyes vl 4 000 [USD =
254 characters remaining
___*Billing Type|Non-Taxabl v ¥ Default Rate *Exchange Rate | 100000000 7 B3
*Originating Location Q
o . [INon-Reimbursable  Base Currency Amount 000 USD
*Destination Location [MONTPELIER VT Q O
No Receipt
“Miles X 0.5450 ’

Accounting Details ¢

Enter the total Miles for the day.
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Create Expense Report [ Save for Later | [B Summary and Submit
Colin Davidson (7
Actions |...Choose an Action V|| G0
*Business Purpose|Tra|n|ng hd Destination Location MONTPELIER VT s §
*Report Description | Mileage to \/ISION Training &4 Aftachments
Reference Q
Expenses
Expand Al | Collapse All Add: | [ My Wallet (0) | 47 Quick-Fil Total 3845 USD
*Date *Expense Type *Description *Payment Type =amount *Cumrency
11262013 B [INMILES - FULL v|  7[Mileage to Training J=)  [Empioyee vl 4 3815 |USD =
235 characters remaining
o ;B‘”I,_"g-rgpe Non-Taxabl w ; vl Default Rate *Exchange Rate | 1.00000000 @, [y
riginating Location BURLINGTOMN VT Q
N [ Non-Reimbursable Base Currency Amount 3815 USD
*Destination Location |MOMTPELIER WT Q O
~ No Receipt
*Miles 70 x 0.5450
Accounting Details 7
11272018 | [INMILES - FULL vl J&  [Empioyee vl A4 000 [USD =
254 characters remaining
worini th\IIiLnn'I't!gne__NO"'-Taan' hd a A Default Rate *Exchange Rate | 1.00000000 ¢ [
riginating Location
o R [J Non-Reimbursable  Base Currency Amount 000  UsSD
*Destination Location |MONTPELIER VT Q O
~ No Receipt
*Miles X D.5450
Accounting Details ¢
1172872018 |5 [INMILES - FULL | |2 [Employee vl A4 000 [USD =
254 characters remaining
*Origi ;B‘Hli_nUTt!fDe ey B Default Rate *Exchange Rate 1.00000000) o B
riginating Location
o . [J Non-Reimbursable ~ Base Currency Amount 00D  USD
*Destination Location |MONTPELIER WT Q O
- Mo Receipt
“Miles x 0.5450 ’
Accounting Details |

The Amount automatically populates.

Enter the required fields for any additional lines added using Quick-Fill.
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Delete Expense Lines for an Expense Report

Expense Training Guide - Employee/Delegate

Situations when this function is used: You need to delete any expense report lines that were
previously added. Lines can be deleted when creating a new expense report or when modifying an

existing expense report.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >

Create/Modify

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson (7
Actions [_.Choose an Action v|| so
*Business Purpose |Conference v ion Location [NEW YORK Q
*Report Description |Trip to Albany New York 4  Aftachments
Reference
Expenses (7
Expand All | Collapse Al Add: | [, My Wallet (0) | 4 Quick-Fill Total 000 UsD
*Date *Expense Type *Description *Payment Type *Amount *Currency
1201212018 |5 [OUT MILES - FULL v|  "[Mileage to Conference [ [Employee vl 4 000 |UsSD =
233 characters remaining
*Billing Type[Non-Taxabl v/ [ Default Rate “Exchange Rate | 1.00000000/ «, [l
*Originating Location \mont Q
) ) [ Non-Reimbursable  Base Currency Amount 000 USD
“Destination Location [NEW YORK Q
- CINo Receipt
Miles x 0.5450
Accounting Details (7
121312012 [OUT MILES - FULL v [ [Empioyee v 4 0.00 USD &=l
254 characlers remaining
*Billing Type| Non-Taxabl v/| [ Default Rate “Exchange Rate | 1.00000000 ¢, [FL
*Originating Location (s}
) ) [ Non-Reimbursable ~ Base Currency Amount 000 USD
*Destination Location NEW YORK Q
- Cne Receipt
Miles X 0.5450
Accounting Details (2

Click the Delete = icon for the expense line you want to delete.
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The Create Expense Report — Delete Confirmation page displays.

Create Expense Report

Cancel.

OK Cancel

Delete Confirmation

{:}Do not show this confirmation again

Save Confirmation

Help

Report ID NEXT

You have selected an expense lines to delete. Any credit card, enhanced data, expense lines associated
with this line will be deleted as well. To continue and delete the expense lines, press OK; otherwise, press

Click the OK button.

The Create Expense Report — Details page displays, and line will no longer exist on the expense report.

Create Expense Report Save for Later | [3 Summary and Submit
Colin Davidson (7
Actions [...Choose an Action v]| o
*Business Purpose |Cnnferen:e ion Location MEW YORK Q
*Report Description |Trip to Albany New York & Attachments
Reference Q,
Expenses (2
Expand All | Collapse All Add: | r\‘=z| My Wallet (0} | ﬁ Quick-Fill Total 92.65 uso
*Date *Expense Type *Description *Payment Type *Amount *Currency
121272018 |[5j [OUT MILES - FULL v|  "[Mileage to Conference [ [Emplayes v 4 9265 |usD =
233 characters remaining
*Billing Type| Non-Taxabl v [ Default Rate *Exchange Rate | 100000000 #, [t
*Originating Location MONTPELIER VT
) ) [INon-Reimbursable ~ Base Currency Amount 9265 USD
“Destination Location NEW YORK
~ COno Receipt
*Miles 170, x 0.5450
Accounting Details (7
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Add an expense line to an Expense Report

Situations when this function is used: This functionality enables an employee to add additional expense
lines to an expense report.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

Click the ™ button next to Add a New Expense line.

Medify Expense Report [ Save for Later | [E Summary and Submit
Colin Davidson
Actions +|[ co
“Business Purpose | Meeting h Report 0000532365 Pending
“Report Description Annual Meeting Destination Location BURLINGTON VT a
Reference Q 4 Attachments
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | £F QuickFi Total 87.20 USD
*Date *Expense Type “Description “Payment Type ~Amount *Currency
12/10/2018 |z [IN MILES - FULL v *[Travel to Burlington Pt Employee v rA 21.80 UsD +| =
234 characters remaining
12/09/2018 |5 [IN MILES - FULL v *[Travel to Montpelier A [Employee v £ 2180 [USD +] [=
234 characters remaining
12/10/2018 |y [IN MILES - FULL v *[Travel to Burlington A [Employes v P 2180 [USD + =
234 characters remaining
12/10/2018 |5 [IN MILES - FULL v *[Travel to Montpelier A [Employee . &£ 2180 [USD + =
234 characters remaining
Expand All | Collapse Al Total 8720 USD

The inserted line displays. Click drop-down on the new line to choose from the Expense Type list.

Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fi Total 87.20  uUsD
"Date “Expense Type Description "Payment Type "Amount "Currency
12/10/2018 |5 [IN MILES - FULL v “[Travel to Burlington P [Employee v & 2180 [USD ¥ =
234 characters remaining
12/09/2018 |3 [INMILES - FULL v *[Travel to Montpelier P [Employee v & 2180 [UsD ¥ =
234 characlers remaining
121072018 |3y [IN MILES - FULL v *[Travel to Burlington ' [Employes v & 2180 [UsD +] [=
234 characters remaining
12/10/2018 |5 [IN MILES - FULL v *[Travel to Montpelier 2 [Employee v & 2180 [USD ¥ =
234 characters remaining
12/102018 5§ v P v & oo juso o [ [E

254 characters remaining

In this training, we will add Office Supplies. To find Supply expense types, Click the Down Arrow button of
the scrollbar.
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Click the SUPPLIES - OFFICE list item.

Expense Training Guide - Employee/Delegate

Modify Expense Report
Colin Davidson
“Business Purpose [Mesting v
*Report Description Annual Meeting
Reference a
Expenses
Expand All | Collapse A Add. £F Quick-Fil
“Date “Expense Type
1271072018 | [OUT LUNCH B
OUT MILEAGE ADAPT VAN
OUT MILES - FULL
OUT MILES REDUCED RATE
OUT TRANSPORT GTHER
12/09/2018 &)
1211072018 |
12102018 |
SUPPLI
SUPPLI
SUPPO -
2102018 |G | v]
Expand All | Collapse A

Pending

N VT

Destination Location BURLINGT

#e Amtachments

Description

gton

234 characters remaining

“ | Travel 1o Montpelier

234 characters remaining

" Travel &

234 characters remaining

*[Travel 1o Montpelier

234 characters remaining

254 characters remaining

Actions
3
*Payment Type
2 [Employee v
2 [Employee v
2 [Employee v
[ v
= v

(@ Save for Later

Chogse an Action

Total 87.20
*Amount
.
" ST
Total 8r.20

*|[ Go
usD

“Currency

uUsD * =
usoD +] [=]
us! ¥ =
uso +] =
usD q =
usD

Enter the Expense date or select date using the calendar. To use the calendar, click the Choose a date
Calendar e Icon button. Click the desired date.

Expenses
Expand All | Collapse Al Add: My Wallet (0} | 4% Quick-Fill
*Date “Expense Type
12/10/2018 |5 [IN MILES - FULL v
12/09/2018 |5 [IN MILES - FULL v
12/10/2018 |5 [IN MILES - FULL v
12/10/2018 [[5i][IN MILES - FULL v
Calendar
December v | 2018 -
12/10/2018 S M T W T F s v
1
~Billing 2 3 4 5 6 T 8
Mer 9 10 11 12 13 14 15 lrerred
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31
Current Date

“Description

*[Travel to Burlington

234 characters remaining

*[Travel to Montpelier

234 characters remaining

*[Travel to Burlington

234 characters remaining
*|Travel to Montpelier

234 characters remaining

254 characters remaining
B8 Receipt Split

*Payment Type
//5‘ Employee v
//5‘ Employee v
L [Employee v
L [Employee v
L [Employee v

¥ Default Rate
Non-Reimbursable

No Receipt

“Exchange Rate

Base Currency Amount

Total 87120 USD
~Amount ~Currency
4 2180 USD =
4 21.80 [usD =
4 21.80 [usD =
i 21.80 [usD =
A 000 [Uso o =
100000000 €, [
000 USD
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Enter a description of what supplies were purchased into the Description field.

Enter the amount spent into the Amount Spent field.

Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fill Total 9220 USD
“Date “Expense Type “Description *Payment Type *Amount *Currency
12/10/2018 |5 [IN MILES - FULL v *[Travel to Burlington /@ Employes 4 21.80 [usD =
4
234 characters remaining
12/09/2018 |5 [INMILES - FULL v *[Travel to Montpelier /El Employee 4 21.80 [USD =
4
234 characters remaining
121102018 |5y [INMILES - FULL v *[Travel to Burlington /ﬁl Employee o4 2180 |usD =
%
234 characters remaining
SN MIES - * welto M clier vee 21.80 )
21072018 |5 [INMILES - FULL v Travel to Montpelie S [Employee o4 2180 USD =
234 characters remaining
2101 CF *1, kel Meeati vee o0
2102018 |5 [SUPFLIES - OFFICE v WMarkers for Meeting /1@ Employee A 500 [Usb  |a =
235 characters remaining
*Billing Type Non-Txabl v Recaipt Spit | Default Rate *Exchange Rate | 1.00000000 ¢, [
*Merchant Preferred * Non-Preferred
Non-Reimbursable Base Currency Amount £.00 usD
Staples
aples No Receipt
Accounting Details (7

Enter the supplier the supplies were purchased from into the field below *Merchant field.
Non-Preferred defaults as checked

Note: The State of Vermont doesn't list Preferred Merchants.

Click the Save for Later link or the Summary and Submit link if your report is complete.

Modify Expense Repcr‘t Save for Later | [@ Summary and Submit
Colin Davidson (7
Actions | Choose an Action v|| 60
*Business Purpose | Meeting v Report Q000532365 Pending
*Report Description Annual Meeting Destination Location BURLINGTON VT Q
Reference a & Attachments

Expenses (2
Expand All | Collapse All Add | [ My Wallet (0) | #F Quick-Fill Total 9220 USD
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Add an expense line with expense type amount limits exceeded

Situations when this function is used: Certain expense types, such as breakfast, lunch or dinner, have
amount limits. If dollar limit is exceeded, you will need to enter exception comments.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

Click the ™ button next to Add a New Expense line

Medify Expense Report [ Save for Later | [E Summary and Submit
Colin Davidson
Actions - GO
“Business Purpose | Meeting v Report DD0D532365 Pending
*Report Description Annual Meeting Destination Location BURLINGTON VT Q
Reference Q &% Attachments
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | 5% Quick-Fi Total 87.20 USD
*Date “Expense Type “Description *Payment Type *Amount “Currency
12/10/2018 |[54) IN MILES - FULL v *[Travel to Burlington /F E Employee v & ‘ 21.80 usbD + =
234 characters remaining
12/09/2018 |5 [IN MILES - FULL v *[Travel to Montpelier P [Employee v £ 2180 [USD ¥ =
234 characters remaining
12/10/2018 |3y [IN MILES - FULL v *[Travel to Burlington P Employee v rA 21.80 |UsD +| [=
234 characters remaining
12/10/2018 |[34) IN MILES - FULL v *[Travel to Montpelier /F E Employee v 4 ‘ 21.80 usbD + =
234 characters remaining
Expand All | Collapse Al Total 87.20 USD

The inserted line displays. Click drop-down on the new line to choose from the Expense Type list.

Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | £% Quick-F Total §7.20 USD
“Date “Expense Type Description “Payment Type “Amount *Currency
12/10/2018 |5y [IN MILES - FULL v “[Travel to Burlington B [Employee v £ 2180 [USD + =
234 characters remaining
12/09/2018 |5y [IN MILES - FULL v *[Travel to Montpelier U [Employes v P 2180 [UsD +] [=
234 characters remaining
12/10/2018 |5 [IN MILES - FULL - *[Travel to Burlington L [Employee v & 21.80 [UsD +] =
234 characters remaining
12/10/2018 |5y [IN MILES - FULL . *[Travel to Montpelier U [Employes v £ 2180 [USD + [=
234 characters remaining
12/10/2018 |59 v pe v £ 0.00 [USD y BEE
354 characters remaining

In this training, we will add IN DINNER. To find in state expense types, Click the Down Arrow button of the
scrollbar.
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Click the IN DINNER list item.

Expense Training Guide - Employee/Delegate

Modify Expense Report

Colin Davidson (7

[ Save for Later

[B Summary and Submit

Actions | Choose an Action - G0
“Business Purpose | Mesting hJ Report 0000532365 Pending
*Report Description Annual Meeting Destination Location BURLINGTON VT Q
Reference Q &4 Aftachments
Expenses
Expand All | Collapse All Agd: | [ My Wabet (0) | £F Quick-Fill Total 137.20 USD
*Date "Expense Type *Description *Payment Type *Amount
127102018 |[5 - *[Travel to Burlington JB [Employee - £ 21.80 HE=
haracters remaining
18 [ *[Travel o ar A [Employee v usD = =
B9 | ity Preservation Support ' 4 #
Finger Pri 234 characters remaining
Foster Pare
8 | *[Travel to Buriington B [Employee v 4 21.80 HEE
234 characters remaining
& | *[Travel i [Empioyee v & usD = =
234 characters
2 & |y 2 B [Employee v P 5000 [USD Q
*Billing Type Non-Taxaok ¥ #| Default Rate *Exchange Rate | 100000000 o, [
*Originating Location
Non-Reimbursable Base Cumrency Amount 50,00 usD
*Location BURLINGTON VT
No Receipt
Accounting Details ¢
Expand All | Collapse All Total 13720 USD
Enter the Expense Date
Note: You can enter the Expense date or select date using the calendar.
To use the calendar, Click the Choose a date Calendar £l Icon button.
Click the desired date.
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | #F Quick-Fill Total 8r.20 USD
*Date *Expense Type *Description *Payment Type *Amount “Currency
1210/2018 |5 [INMILES - FULL v *|Travel to Burlington NP [Employee v ra 2180 USD
234 characters remaining
12/09/2018 |5 [IN MILES - FULL v *[Travel to Mentpelier 45‘ Employee v 4. 2180 USD =
234 characters remaining
1210/2018 |5 [INMILES - FULL v *[Travel to Burlington JZ [Employee v ra 2180 USD =
234 characters remaining
1210/2018 |5 [IN MILES - FULL v *[Travel to Montpelier AP [Employee v & 21.80 USD =
Calendar 234 characters remaining
December v | (2018 v
121072018 S M T WT F S v - JZ [Employee v & 000 USD |a
! 254 characters remaining
‘Billng) 23 4 5 8 T2 B Receipt Spit ¥ Default Rate *Exchange Rate | 100000000 7, [
“ d
Mer 16 17 18 19 20 21 22 i Non-Reimbursable ~ Base Currency Amount 000 USD
23 24 25 26 27 28 29 No Receipt
30 31
¢ Current Date '»

Page 57 of 198



2 ~~_VERMONT Expense Training Guide - Employee/Delegate

Enter a description of what/where the purchase was into the Description field.
Enter the amount spent into the Amount field.

Enter the Location of the dinner in the *Location field.

Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | % Quick-Fill Total 137.20  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
12102012 | [INMILES - FULL v *[Travel to Burlingten JB [Empioyee v £ 2180 [USD =
234 characters remaining
12/09/2018 |[5) [INMILES - FULL v " [Travel to Montpelier ) [Empioyee v & 2180 [UsD =
234 characters remaining
12/10/2018 | [INMILES - FULL v *[Travel to Burlingten / Employes v A 2180 |UsD =
234 characters remaining
12/10/2018 IN MILES - FULL v " [Travel to Montpelier / Employes v £ 2180 [USD =1
234 characters remaining
12/10/2018 | [IN DINNER v *[koto's Steakhouse & [Empioyee v & 5000 [UsD @ =1
237 characters remaining
*Billing Type| Non-Taxabl v Receipt Spit ¥ Default Rate *Exchange Rate | 1.00000000 ¢ BB
*Originating Location Q
Non-Reimbursable  Base Currency Amount 50.00 USD
*Location [BURLINGTON VT a
No Receipt
Accounting Details (2

Click the Save for Later link or the Summary and Submit link. The Modify Expense Report page displays,
and the Report ID is assigned.

Meodify Expense Report Save for Later | 5} Summary and Submit
Colin Davidson (7
Actions | Choose an Action v || o
*Business Purpose | Meeting A Report 0000532365 Pending
*Report Description [Annual Meeting Destination Location BURLINGTON VT Q
Reference a F Altachments
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fill Total 9220 USD
. URAS o . ”
You receive a “Missing or Invalid Information was found” Flag.
> 12/10/2018 |5 |[IN DINNER v *[Koto's Steakhouse /@ Employee v A 50,00 [USD Q =
237 characters remaining
“Billing Type| Non-Taxaby * feceipt Spit ) Defauit Rate *Exchange Rate | 1.00000000 5 [
=Originating Location MONTPELIER VT a
= Non-Reimbursable Base Currency Amount 50.00 usD
Location [BURLINGTON VT a @
No Receipt
Accounting Details (7

NOTE: The error will also display when you submit the expense report. The expense report can be saved
but cannot be submitted until the error is resolved or an exception comment is added.

Click the icon to view further detail
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= The Expense Report Line Errors window appears letting you know that you have exceeded the allowed
limit for this expense type.

Expense Report Line Errors x

Help o

>

Please enter or update the following information:

Authorized Amount -- Explanation required for amount over authorized limit of 12 85 USD.

Return -
4 3

Click Return
Click on the Location Amount Exceeded comment icon.

= The Authorized Amount by Location window appears. An Error is listed letting you know the Expense
type on line 5 was exceeded

Enter an Explanation as to why you exceeded the amount

Authorized Amount by Location x

Help

Expense Report

Authorized Amount Exceeded
Colin Davidson Report ID 0000532365

Expense Type Location Limit Exception

Authorized Amount 12.85 USD

Transaction Amount 50.00 USD

The authorized amount for expense type IN DINMER in BURLINGTON VT has been exceeded on line 5.
FPlease provide an explanation as to why.

OK

4 L3

Click OK.

Important Note: You MUST attach a receipt even though the system will not warn you that you need one!

Click Save for Later or Summary and Submit.
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Modify Expense Report

Colin Davidson (7

ting v

*Business Purpose

*Report Description Annual Meeting

Expenses
Expand All

Collapse All wallet (C

3 Quick-
£% Quick-Fill

*Date “Expense Ty

IN Iy

-FULL

IN DINNER

*Billing Type | Non-Taxabl v
“Originating Location MONTPELIER VT

*Location BURLINGTON VT

Accounting Details (7

Reference Q

v

v

Report 000053236

Pending
Destination Location BURLINGTON VT

& Attachments

*Description

*[Travel to Burlington

234 characters remaining

*[Travel to Montpelier

234 charac

s remaining

*[Travel to Burlington

234 characters remaining

*[Travel to Montpelier

234 charac

s remaining

*[koto's ste

khouse

237 characters remaining
Receipt Split

*l Default Rate
Non-Reimbursable

¥ No Receipt

Save for Laf [B summary and Submit
Actions [ Choose an / ~|[ co
Total 137.20  USD
*Amount “Currency
2 A 2 usD
- 21.80 s
2 A 2 usD
v 21.80 s
v 50.00 [USD [}
*Exchange Rate "Ry
Base Currency Amo usD
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Change Default Accounting for an Expense Report

Situations when this function is used: You have split funding, or your accounting information is going
to be different than your default accounting.

NOTE: It is recommended that you change the default accounting prior to adding expense lines.
Changes to the default accounting will automatically default onto existing lines as long as the
ChartField information was not manually updated in the Accounting Details section. The manual
updates are retained.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

< Home VT Travel and Expenses a Q =@

Mew Window | Help |

Expense Reports ~
1 Ex = Expense Report

Create/Modify Expense Report

Find an Existing Value Add a New Value

View Expense Report
Empl ID po0o3

Print Expense Report

Add
Delete Expense Report

Travel Authorization ~
l Find an Existing Value | Add a New Value

I Cash Advances v
I Payment/Expense Information v

') Reports/Processes v

The Expense Report — Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Existing “Value Add a New Value

Empl IDpo003 x|

Add

Click the Add button.
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Create Expense Report [ Save for Later | [& Summary and Submit
Colin Davidson (2
Actions [Default Accounting For Report v|| Go
*Business Purpose [ Conference hd Destination Location [FLORIDA Q
*Report Description | Tript to Florida Conference &4 Attachments
Reference Q
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fill Total 0.00  USD
*Date *Expense Type Description *Payment Type *Amount *Currency
W | e v A 0o [USD @ =
254 characters remaining
Expand All | Collapse Al Total non cn

Select Default Accounting For Report from the Actions drop-down box.

Create Expense Report

Colin Davidson (2

*Business Purpose | Conference

¥ Destination Location [FLORIDA Q

*Report Description | Tript to Florida Conference

Reference

Expenses (7

44 Aftachments

[ Save for Later | |:,; Summary and Submit

=

Actions |Default Accounting For Report

Expand All | Collapse Al Add: | [ My Wallet @) | £F Quick-Fill Total 0.00 USD
*Date *Expense Type Description *Payment Type *Amount *Cumency
| vl |2l vl 4 ooo [Uso @ =
254 characters remaining
Expand All | Collapse Al Total non ncn

Click the GO button.

The Create Expense Report — Accounting Defaults page displays. The ChartField values default from
the User Defaults page on the employee’s profile.

Create Expense Report
Accounting Defaults

Report ID NEXT

Accounting
Summary

%o *GL Unit  Fund

foo.oo

08100 |Q (20105 | 810000200/ 59290

| Add ChartField Line | Load Defaults

Set Personalizations | Find | 2] B8 First ¢

Dept Program Clazs

Q, [Zo017 Q@ [zmvT

1of1 &
Project

oojq, [=]

Last

User Defaults

OK
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Make any necessary changes to the ChartFields. The Account defaults from the expense type and

cannot be changed. NOTE: The GL unit should never be changed.
To add a ChartField line, click the Add ChartField Line button.

Create Expense Report

Accounting Defaults
Report ID MNEXT

Accounting

Summary Set Personalizations | Find | 2 | E First ‘4’ 1-20f2 '}’ Last
Yo *GL Unit Fund Dept Program Class
100.00 |los100 |@ |20105 |Q (8100002000 | (59290 Q zoo17  |Q =]
0.00 08100 |G 20105 |G (3100002000 | (59290 Q zoo17 | E
Add ChartField Line Load Defaults User Defaults
OK

Update the Percentage and ChartFields for each line.

Create Expense Report

Accounting Defaults
Report ID MNEXT

Accounting

Summary Set Personalizations | Find | (2 | = First ‘4’ 1-20of2 '} Last
%o *GL Unit  Fund Dept Program Class
50.00 08100 |Q 20105 |@ (8100002000 |, 59290 Q o017 |Q B
50.00 08100 |@ [20105 |G [2100002200 |G [59290 a [zoo17 | E
Add ChartField Line Load Defaults User Defaulis
oK

Click the OK button to return to the Create Expense Report — Details page.
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Create Expense Report [& Save for Later | [& Summary and Submit
Colin Davidson
Actions | Default Accounting For Report ~|| Go
*Business Purpose | Conference ~ Destination Location [FLORIDA Q
*Report Description | Tript to Florida Conference y;, Attachments
Reference l«}
Expenses
Expand All | Collapse All Add: | [ My Wallet (0) | #f Quick-Fill Total 000 USD
*Date *Expenze Type Description *Payment Type *Amount *Currency
] | v = vl 4 ooo| Usb|q =
254 characters remaining
Expand Al | Collapse Al Total 0.00 USD

Enter the Date of the expense.

TlEw vwindow | Help | Persona

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson
Actions | Default Accounting For Report v|| Go
*Business Purpose\Canerence ~ Destination Location |FLORIDA Q
*Report Description Tript to Florida Conference A Attachments
Reference Q
Expenses
Expand All | Collapse All Add: | [ My Wallet (0) | £F Quick-Fil Total 0.00 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
1271272018 _|[ij |[Foster Parent Food [ [ v A ooo| [uso o, H[E
‘|Foster Parent Recruitment ~ 254 characters remaining
Foster Parent Reward-Recognitn
Foster Parent Support Misc
Foster Parent Training
Expand All | Collapse Al GASOLINE Total 0.00 USD

IN AIR TRANSP

IN BREAKFAST

IN COMMUTER MILE

IN CONFITRAIN REGIST
IN DINNER

IM INCIDENTALS

IN LODGING

IN LUNCH

IN MILEAGE ADAPT WAN
IN MILES - FULL

IN MILES REDUCED RATE
IN TRANSPORT OTHER
IN VEHICLE RENTAL
INTERNET ACCESS
ITEMS FOR RESALE
Judicial only-Court Incentives
LEG NT 50+ MI

LEG NT PER DIEM MEAL
LEG NT PER DIEM ROOM
LEG TXLESS SO MI

LEG TX PER DIEM MEAL
LEG TX PER DIEM ROOM
LICENSE - ATTORNEY v
LICENSE - CDL

Click the Expense Type drop-down list and select the appropriate expense type from the list.
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Create EXDEHSE REpOI‘t Save for Later | [Z} Summary and Submit
Colin Davidson (?
Actions [_..Choose an Action v|| Go
*Business Purpose [Conference v Destination Location |FLORIDA Q
*Report Description Trip to Flerida Conference ﬁ Attachments
Reference Q
Expenses (7
Expand Al | Collapse All Add: | [ My Wallet (0) | 4% Quick-Fill Total 0.00 uUsD
*Date *Expense Type Description *Payment Type =Amount *Currency
1211212018 |5 [OUT LODGING v [i7) - [Employes v A 000 usp |Q =
254 characters remaining
o tjBinIi_ng T(:{pe__Non-Taxab\ v . Receipt Split o Default Rate *Exchange Rate | 100000000 ¢, [
riginating Location
CINonReimbursable  Base Currency Amount 000 USD
*Location FLORIDA Q O “
. No Receipt
*Merchant O Preferred ® Non-Preferred
Dccuun(inu Details (7

Expand the Accounting Details section by clicking the Expand Accounting Lines " icon.

The Accounting Details section expands and the ChartFields defined on the Accounting Defaults page
display for the line.

Create Expense Repor‘t Save for Later | [ Summary and Submit
Colin Davidson (7
I Actions [Default Accounting For Report v|| Go I
*Business Purpose [Conference v| Destination Location FLORIDA Q
*Report Description Trip to Florida Conference c% Aftachments
Reference Q

Expenses (7

Remember, you can update the ChartFields after the

Expand All | Collapse All Add: | [Z My Wallet (0} | ,{fOuwck—F\I\
expense line is added as long as the ChartField
*Date *Expense Type . . .
12122018 |5 [OUT LODGING \ values were not updated in the Accounting Details
orgmaneing Type[Non Toxal V] B4 section. Select the Default Accounting For Report
“Location FLORIDA option from the Actions drop-down and click the GO
*Merchant O Preferred ® Non_Preferred

button to change the defaults.

Accounting Details (7

Chartfields

. . Currency Exchange

Amount 'GL Unit Monetary Amount Code Rate Fund Dept Program Class Project
08100 | usD 1.00000000(20105 |G}, (8100002000 |G (58200  |@ [20017 |Q [ZMVT  000]Q [+ [=]
08100 |Q uso 1.00000000 20105 | (8100002200 |Q (59290 Q (20017 |Q [ZMVT 000 Q [+ =
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Copy an Expense Report / Start from Existing Report

Situations when this function is used: Starting a report from an existing report will copy forward the
information from a prior report. This can save time when entering expenses.

Reminder: If a Travel Authorization was created for the trip, the report must be started from the
Travel Authorization.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

< Home VT Travel and Expenses A Q = @

Mew Window | Help | [

Expense Reports
! Exp 2 Expense Report

Create/Modify Expense Report

Eind an Existing Value | Add a New Value

View Expense Report
Empl 1D o003

Print Expense Report

Add
Delete Expense Report

Travel Authorization v
' Find an Existing Value | Add a New Value

I Cash Advances v
I Payment/Expense Information ~

1 Reports/Processes v

The Expense Report — Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Existing Value Add a New Value

Empl ID[p0003 x|

Add

Click the Add button.

NOTE: In the event you have an approved travel authorization, the following message box displays as a
reminder.
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B approeed el auhonzabon eests H appbcabls io Fis expense report. pieass chooss e Cuck Skt Popuiais From "8 Troes) Aofhorsabor” and sshec e appropraie: irave) aufhonzaton

oK

Reminder: If a travel authorization was created for the trip, the report must be started from the travel
authorization. Click the OK button and follow the instructions in the Start Expense Report from a Travel

Authorization section.

If there is no travel authorization for the trip continue to the Create Expense Report — Details page.

Create Expense Repor‘( Save for Later | [ Summary and Submit
Colin Davidson (?
Quick Start [ An Existing Report v eo
“Business Purpose| V‘ Destination Location Q
*Report Description . Attachments
Reference s}
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fil Total 000 USD
*Dale *Expense Type Description *Payment Type *Amount *Curmency
| V] 2 vl 4 0.00 [usD |q =
254 characters remaining

Expand All | Collapse Al Total 000 USD

Select An Existing Report from the Quick Start drop-down list.
Click the GO button.
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The Copy from Existing Expense Report page displays a list of expense reports for the employee for the

specified date range.

Help

Copy from Existing Expense Report
From Date [09/12/2017 * [ To 121242018 El Search
Expense Reports
Report Il Description Business Purpose Status Created
Select 0000532371 Annual Meeting Meeting Pending 121212018
Select | 0000532370 Annual Mesting Meeting Submitted for 415018
Approval
Select 0000532369 test Emergency Response Pending 121272018
) ) Submitted for
Select 0000532365 Annual Meeting Meeting Approval 121172018
Select 0000532366 Work Boots General Expenses Pending 1212018
Select 0000532365 Annual Meeting Meeting Pending 121072018
Select 0000532364 Annual Meeting Meeting Pending 121002018
0000532365 Travel for VISION fraining Training Pending 12/06/2018
Retum

NOTE: If you don't see the report you are looking for, it might be necessary to adjust the date range to

include the report.

Click Select button for the expense report you wish to use for the expense report.

The Create Expense Report — Details page displays. The information from the copied report will have

carried forward.

Create Expense Report

Colin Davidson (7

Expenses (7

[ Save for Later | E, Summary and Submit I

GO

*Originating Location \WOLCOTT VT
“Destination Location |MONTPELIER VT
*Miles 45 x 0.5450

Accounting Details 7

[ Mon-Reimbursable 26.71

Cne Receipt

Base Currency Amount

Actions | _Choose an Action
*Business Purpose|Tra|n|ng hd Destination Location MONTPELIER VT s §
*Report Description | Travel for VISION training 4, Attachments
Reference Q
Expand 41l | Collapse All Add: | [ My Wallet (0) | 4% Quick-Fill Total 2671 USD
—
*Date *Expense Type *Description *Payment Type Amount *Curency
12032015 |BY [IN MILES - FULL v]  *[Travel to Montpelier for VISION training [ [Employee vl 4 2671 [UsSD
214 characters remaining
“Billing Type| MNon-Taxabl I Defautt Rate *Exchange Rate | 1.00000000] #, [

uso

Expand All | Collapse All

pcn
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Make the necessary changes to reflect the current expenses and attach any required receipts.
Click the Summary and Submit link.
The Create Expense Report — Submit page displays.

Create EXDB nse Report [ Save for Later | (&) Expense Details
Colin Davidson Actions [ _Choose an Action ~| | 5o
*Business Purpose | Training hd
*Description | Travel for VISION training
Reference Q
Totals (% & View Printable Version B View Analytics 4 Attachments
Employee Expenses (1 Line) 2671 USD Non-Reimbursable Expenses 0.00 USD Employee Credits D.0D USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits D.0D USD
Amount Due to Employee 26.71 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
{applicable taxes will be withheld from your pay)
O By checking this box, | certify the i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form rep the actual exp to which this employee is legally
entitied.

Click the Notes link.
The Expense Notes page displays.

Expense Notes

Help
Add Motes
Notes Personalize | Find | (E] | L_-i" First ‘&' 10f1 '}/ Last
Motes Name Role Action Date/Time
=
OK Cancel
Enter Comments.
Expense Notes
Help|

‘Vigion Training expenses|

Add Notes
Notes Perzonalize | Find ILT| L_-i.| First ‘4’ 10f1 ‘&' Last
Notes Name Raole Action Date/Time
=
OK Cancel

Click the Add Notes button.
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The Comments are added to the Notes section. The Name, Role and Date/Time field values are
populated with the user who created the note and when.

Expense Notes
Help|
Add Motes

Notes Perzonalize | Find | (2 | E First ‘&' 1of1 ‘&' Last

Motes Name Raole Action Date/Time

“izion Training ) B cc-

expenses Colin Davidson Employee 12132018 7:55:504AM =]
Click the OK button.
The Create Expense Report — Submit page displays.
Create Expense Report [ Save for Later | [ Expense Details

Actions[__Choose an Action ~v| | GO

Colin Davidson

*Business Purpose [Training ~|
*Description Travel for VISIOM training
. )
Reference a The Notes icon changes from ks
Totals % & View Printsble Version 4 View Analytics s

sl when comments exist.

Employee Expenses (1 Line) 26.71 USD Non-Reimbursable Expenses 0.00 UsSD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 26.71 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
{applicable taxes will be withheld from your pay)
O By checking this box, | certi-l'y the exp are and comply wﬁh expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
enfitled.

Submit Expense Report

Review the certification message and then select the Certification checkbox.
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Create EXDE‘HSS‘ Reporl [i] Save for Later E’J Expenze Detailz
Colin Davidson Actions|[...Choose an Acfion v| | G0
*Business Purpose | Training hd
*Description | Trawvel for VISIOM training
Reference Q
Totals (7 & View Printable \ersion S View Analytics & MNotes A4 Attachments
Employee Expenses (1 Line) 26.71 USD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 USD
Amount Due to Employee 26.71 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)
ﬁ By checking this box, | certify the are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
ennied.
I Submit Expense Report I
Click the Submit Expense Report button.
The Create Expense Report — Submit Confirmation page displays.
Expense Report Submit Confirm
Help
Create Expense Report
Submit Confirmation
Colin Davidson
Totals
Employee Expenses (1 Line) 26.71 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 USD
Amount Due to Employee 26.71 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)
Cancel

Click the OK button.
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The View Expense Report - Submit page displays with the message 'Your expense report (ER ID) has

been submitted for approval.' The status is updated to 'Submission in Process'. The Report ID is
assigned.

View Expense Report [ Expense Details

I Your expense report 0000532372 has been submitted for approval. I
Business Purpose Training I Report 0DD0S32372  Submission in Process I
Description Travel for VISION training Created 12/13/2018  Colin Davidson
Reference Last Updated 121132018  Colin Davidson
Post State Mot Applied
Totals 7 5 “Wiew Printable “Yersion B Wiew Analytics Q Motes
Employee Expenses (1 Line) 2671 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 UsSD Prepaid Expenses 0.00 USD Supplier Credits 0.00 UsSD
Amount Due to Employee 26.71 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD

(applicable taxes will be withheld from your pay)
A By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
entitled.

Submit Expense Report

I Refresh Approval Status I

[ Retum to Search =] Notify

Click the Refresh Approval Status button.

The Withdraw Expense Report button displays and is enabled. The Approval History section displays
the approval path for the expense, who submitted the transaction, who it is routed to, the action

performed and the date/time when the action occurred. The status is updated to' Submitted for
Approval'.

View Expense Report [&] Expense Details

Colin Davidson Actions GO
Business Purpose Training | Report DDDD532372 Submitted for Approval I
Description Trave! for V1SIOMN fraining HL
Reference Last Updated 12/1372018  Colin Davidson
Post State Mot Applied
Totals (2 iew Frintable ersion B view Analytics . .
& vew i e Reminder: You can select the Withdraw Expense
Employee Expenses (1 Ling) 26.71 USD Non-Reimbursable Expenses 0.00 Re port bUtton tO remove the transaction from
Cash Advances Applied 0.00 UsD Prepaid Expenses 0 . .
the approver’s worklist if you need to make
Amount Due to Employee 26.71 USD Amount Due to Supplig )
changes to a submitted expense report.
i/ By checking this box, | cerfify the expenses submitted are accurate and comply yi#expense policy.
By submitting this Expense Report | certify under penalties of perjury that §

entitled.

t Expense Report I Withdraw Expense Report I Submitted On  12/13/2018 Submitted By Colin Davidson

Approval History

= ﬁ =5 ==

Submitied EX Module Supenisor Expense Coordinator Payment
Coéin Davidson fwva Grace [Pooled) aym

Action Role Name Date/Time

Submitted Employee Colin Davidson

1211372018 7:59:01AM

|G Retumn to Search =] Notify
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Start Expense Report from a Travel Authorization

Situations when this function is used: When a Travel Authorization was created for a trip, the report
must be started from the Travel Authorization.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

< Home VT Travel and Expenses a Q =E @

New Window | Help | B
! Expense Reports ~

Expense Report

Create/Modify Expense Report

Find an Existing Value Add a New Value

View Expense Report
Empl ID o003

Print Expense Report

Add
Delete Expense Report

Travel Authorization
J Find an Existing Value | Add a New \islus

| Cash Advances w
I Payment/Expense Information v

14 Reports/Processes ~

The Expense Report — Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Existing “alue Add a New Value

Empl 1D D0003 =|Q

Add

Click the Add button.
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NOTE: In the event you have an approved travel authorization, the following message box displays as a

reminder.

A aponowed rpes auhoreahon eests 1 apphcable fo 15 enpense reporl. pieame choose e Cuck: Start Populaie From "8 Trees Suhoreabor” and) seied e appnoprate: vl auhonzaton

=
Click the OK button.
The Create Expense Report — Details page displays
Create Expense RQDO!’T [ Save for Later | [} Summary and Submit
Colin Davidson (7
I Quick Start [ A Travel Authorization v| IGO
“Business Purpose\ V‘ Destination Location Q
*Report Description % Aftachments
Reference Q
Expenses (7
Expand Al | Collapse All Add: | [ My Wallet (0} | 7 Quick-Fill Total 000 usD
*Date *Expense Type Description *Payment Type *Amount *Currency
Gl v |2 vl A 000 [usb o [
254 characters remaining
Expand All | Collapse All Total 0.00 USD

Select A Travel Authorization from the Quick Start drop-down list.

Create Expense Report

Colin Davidson (7

Save for Later

| [# Summary and Submit

Quick Start [ A Travel Authorization vy GO
“Business Purpose\ V‘ Destination Location Q
*Report Description & Attachments
Reference Q
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0} | 47 Quick-Fill Total 000 usp
*Date *Expense Type Description *Payment Type *Amount *Currency
= | v EI] v 4 000 uso @ HE
254 characters remaining

Expand All | Collapse All Total 0.00 118D

Click the GO button.

The Copy from Approved Travel Authorization page displays a list of travel authorizations for the

employee for the specified date range.
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Copy from Approved Travel Authorization

Help
From Date |05/13/2015 = |1 To [M132019 I Search
Travel Auth Description Authorization ID Date From  Date To Armvournt Currency
Select Trip to Albany MY DoDDODS155 1222018 121372018 285.30UsD
Select Trip to Florida Conference DODDDOS197 121772018 1212112018 350.00USD

Return

NOTE: If you don't see the travel authorization you are looking for, it might be necessary to adjust the
date range to include the authorization.

Click Select button for the travel authorization you wish to use for the expense report.

NOTE: In the event there is a cash advance associated with the travel authorization, the following
message box displays as a reminder.

A cash advance payment was issued for this travel authorization. Please apply the cash advance to the expense report.

OK

Click the OK button.

The Create Expense Report — Details page displays. The expense report is populated with the data
from the travel authorization and the Authorization ID displays.
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Create Expense REDOI’T I [ Save for Later | k Summary and Submit
Colin Davidson (7
Actions [ _Choose an Action v| Go
*Business Purpose|canferenue hd Destination Location INEW YORK Q
*Report Description |Trip to Albany NY | Authorization ID ppopons19e I
Reference Q e achments
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | #F Quick-Fil Total 285.30  USD
*Date *Expense Type Description *Payment Type *Amount *Currency
12[12/2018 | [OUT MILES - FULL ~]  "[Mileage to Conference J [Employes v A4 9265 [USD =
233 characters remaining
*Billing Type| Mon-Taxabl v [ Default Rate *Exchange Rate | 1.00000000 , [
*Originating Location MOMNTPELIER T Q
. - [ Non-Reimbursable Base Currency Amount G265 usD
*Destination Location [NEW YORK Q
B OOno Receipt
*Miles 70 x 0.5450
Accounting Details (7
12A3E018 |[H [OUT MILES - FULL ~]  "[mitesge from Conference [ [Employes v A 9265 USD =
231 characters remaining
*Billing Type|Mon-Taxabl v [ Default Rate *Exchange Rate | 1.00000000| <, [
*Originating Location NEW YORK Q,
o ~ [ Non-Reimbursable Base Currency Amount 0265 UsD
[*Destination Location NEW YORK Q
- o Receipt
Miles 170 x 0.5450
Accounting Details ¥
12/12/2018 | [OUT LODGING v J [Employes v A4 10000 [UsSD Q, =
254 characters remaining
*Billing Type| Non-Taxabl v B Receipt Split M Default Rate *Exchange Rate [ 1.00000000 «, [
*Originating Location MOMNTPELIER T Q 0
Non-Reimbursable  Base Currency Amount
*Location |NEW YORK Q Y loooo UsD
OOno Receipt
*Merchant O Preferred ® Non-Preferred
Hilton Hotels
Accoumina Details 7

Make the necessary changes to reflect the current expenses and attach any required receipts.

Click the Save for Later link.
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The Modify Expense Report — Details page displays, and the Report ID is assigned.

Modify Expense Report
Colin Davidson (7
Actions [...Choose an Action V|| &0
*Business Furpose|Conferenue V| I Report 0000532373 Pending I
*Report Description Trip to Albany NY Destination Location NEW YORK aQ
Reference Q Authorization ID pppooos188
#,  Aftachments
Expenses
Expand All | Collapse All Add: | [G My Wallet (0) | £ Quick-Fil Total 28530 USD
*Date *Expense Type Description *Payment Type =Amount *Curmrency
120122018 | [OUT MILES - FULL v]  *[Miteage to Conference J= [Empioyes vl 4 @65 |UsD =
233 characters remaining
*Billing Type|Mon-Taxabl v [ Default Rate *Exchange Rate | 1.0DDDDD0O)
*Originating Location MOMTPELIER T Q
. - [IMon-Reimbursable  Base Currency Amount 5265
*Destination Location [NEW YORK Q
- One Receipt
Miles 1700 x 0.5450
Accounting Details (7
127132018 | [OUT MILES - FULL v]  “[Mieage from Conference 7 [Employes v 4 5265 |USD =l
231 characters remaining
. mei"gType_Non-Taan\ ~ [ Default Rate *Exchange Rate | 1.00000000 & B
*Originating Location NEW YORK Q
o - [JMon-Reimbursable ~ Base Currency Amount 9265 USD
*Destination Location NEW YORK Q
- CIne Receipt
Miles 70 x 0.5450
Accounting Details |7
121122018 | [OUT LODGING v 7 [Employes M 10000 [USD |& =
254 characters remaining
*Billing Type| Mon-Taxabl v BE Receipt Spiit [ Default Rate *Exchange Rate 1.00000000] ¢, %
*Originating Location MOMNTPELIER WT Q O
*Location [NEW YORK aQ MNon-Reimbursable  Base Currency Amount 100.00 USD
e Receipt
*Merchant O Preferred ® Non-Preferred
Hilion Hotels
Accounting Details (7

Click the Summary and Submit link.

The Create Expense Report — Submit page displays.

Create Expense Report

[ Expenss Details

Colin Davidson
*Business Purpose | Conference | . 5 .
“Description Trp to Abany NV A Warning message with a link to the
Reference Q

Totals (% & ‘iew Printable Version B3 \View Analytics Apply/VieW CaSh Advance page dlsplays
when there is an outstanding cash

Employee Expenses (3 Lines) 285.30 USD Non-Reimbursable Expenses 0.00 U9
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 usD

Amount Due to Employee 285.30 USD Amount Due to Supplier 0.00 USD #tal Taxable Expenses 0.00 USD

{applicable taxes will be withheld from your pay)

Outstanding Cash Advance Balance 300.00 USD
There are available Cash Advances that can be applied to this expense report
Select the Outstanding Cash Advances link to Apply or View Cash Advances to this expense report.

By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
entitled.
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Add a Travel Authorization to an Existing Expense Report

Situations when this function is used: The travel authorization needs to be linked to an expense
report after the report has been created.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

< Home VT Travel and Expenses ﬁ Q = @

New Window | Help | i
! Expense Reports ~

Expense Report

Create/Modify Expense Report — —
Eind an Existing Value Add a New Value

View Expense Report
Empl 1D 0003

Print Expense Report

Add
Delete Expense Report

Travel Authorization
J Find an Existing Value | Add a New \islus

| Cash Advances w
I Payment/Expense Information v

14 Reports/Processes ~

The Expense Report — Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Exisling Value Add a New Value

Empl ID|po003 x|Q

Add

Click the Find an Existing Value tab.
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The Expense Report — Find an Existing Value page displays.

Expense Report

Enter any information you have and click Seanch. Leave fizlds blank for a list of all values.

Find an Existing Value | Add a Mew \Value

Search Criteria

Report 0 [beginz it V|
Report Description
Name begins wih v/

Empl 1D [begins with v/] Q

Creation Dahe i,

O case Sensitive
Lirnit the number of results to {up to 300): (300

I Search Clear Basic Search ._‘é'.] Sawe Search Criteria

Click the Search button.

Clicking the Search button will list all expense reports in a pending status or if there is only one, the
Modify Expense Report - Details page will display.

MOdifY EXDBIWSB RBDOIT [ Save for Later | [E Summary and Submit
Colin Davidson (7
Sent Back For Revision By: Grace Ava TA not attached Actions \...Chccse an Action Vl co
*Business Purpuse|canference v| Report 0000532374 Pending
*Report Description Trip to Florida Conference Destination Location FLORIDA Q
Reference Q. l./.,. Aftachments
Expenses (7
Expand All | Collapsa All Add: | [ My Wallet (@) | £F Quick-Fill Total 502.70  USD
*Date *Expense Type Description *Payment Type =Amount *Currency
1211072013 |(ii) [OUT CONFITRAIN REGIST ~]  *[Conference Registration Fes = [Employee v & 3000 uso g EE
227 characters remaining
12/10/2018 |5 [OUT MILES - FULL | *lMi\eaga to and from airport r_ﬂ [Emplayss [ ra 3270 USD = =
227 characters remaining
121102018 | [OUT LODGING v [ J=  [Empioyee v A 12000 [uso o EE
254 characters remaining
Expand All | Collapss All Total 50270 USD

Select Associate Travel Authorization from the Actions drop-down list.
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Modify Expense Report
Colin Davidson (7

Sent Back For Revision

*Business Purpose | Conference

*Report Description Trip to Florida Conference

Reference

Expenses (7
Expand All | Collapse All

*Date

127102018 | [OUT MILES - FULL

121102018 |5 [OUT LODGING

Expand &ll | Collapss All

[ Save for Later | @ Summary and Submit
By: Grace Ava TA not attached Actions [ Associate Travel Authorization v GO
v] Report 0000532374 Pending
Destination Location |[FLORIDA Q
[«} l./.. Attachments
Add: | [2, My Wallet (0) | 4F Quick-Fill Total 50270 USD
*Expense Type Description *Payment Type =Amount *Currency
121102018 | [OUT CONFTRAIN REGIST v]  *[Conference Regisiration Fee [ [Employee vl s 3s000) usD @ =
227 characters remaining
v| *lMiIeage to and from airport r-q Employes e & 3270, |USD =
227 characters remaining
v |1 [Employes vl 4 12000 [usD  |Q =
254 characters remaining
Total 50270 USD

Click the GO button.

The Associate Travel Authorization page displays a list of travel authorizations for the employee for the

specified date range.

Associate Travel Authorization

Help

From Date 91372018 EIET) To |MA32019 = Search
Travel Auth Description Authorization 1D Date From  Date To Amount Currency
Select Trp to Albany NY DODDD0S 1599 12122018 12132015 235.30USD
I Select Trip to Florida Conference DOODD0S 197 121772018 122172015 350.00USD
Retumn

NOTE: If you don't see the travel authorization you are looking for, it might be necessary to adjust the
date range to include the authorization.

Click Select button for the travel authorization you wish to link to the expense report.
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The Modify Expense Report — Details page displays with the Authorization ID and Detach TA button.

MOC”TY Expense REDOFT [ Save for Later [§[E Summary and Submit
Colin Davidson |7
Sent Back For Revision By: GraceAva TA not attached Actions | _Choose an Action
*Business Purpose [Conference v Report 0DD0S32374 Pending
*Report Description [Trip to Florida Conference Destination Location FLORIDA Q
Reference Q I Authorization ID pgoopps1a7 Detach TA I
P
Expenses (7
Expand All | Collapse All Add: | [Z My Wallet (0) | $F Quick-Fill Total 50270 USD
*Date *Expense Type Deseription *Payment Typs *Amount *Cumrency
12102018 | [OUT CONFTRAIN RECIST v]  *[conference Registration Fee {7 [Employes vl s 3000 [Uso @ F =
227 characters remaining
12102018 |+ |OUT MILES - FULL v| * ‘Mneage to and from airport ﬁ Employes w f_ 327 usDr =
227 characters remaining
12/10/2015 | [OUT LODGING v I [Employes v A 12000 [USD @ =
254 characters remaining
Expand All | Collapse Al Total 502,70 USD

Make the necessary changes to reflect the current expenses and attach any required receipts.

Click the Save for Later link.
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Apply a Cash Advance

Situations when this function is used: An outstanding cash advance needs to be applied to an
expense report.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

NOTE: You can apply an advance from the Create Expense Report — Details page or the Modify
Expense Report Details page.

Create Expense Repor‘t [ Save for Later | & Summary and Submit
Colin Davidson |7
LliLUER [ Anply/\iew Cash Advance(s) u GO
*Business Purpcse|-:nn"ererte e Destination Location |FLORIDA [+}
*Report Description | Trip to Florida Conference Authorization ID pp00005197
Reference Q, L';. Aftachments
Expenses (7
Expand All | Collapss All Add: | [ My Wallet (0) | 47 Cuwick-Fil Total 350.00  UsD
*Date *Expenze Type *Description *Payment Type *Amount *Currency
12/172018_|[H [OUT CONFITRAIN REGIST v|  *[Conference Registration Fee [ [Employee vl 4 35000, |usD q =
227 characters remaining
) “Billing Type Non-Taxabl v . [EH Receipt Spiit ¥ Default Rate *Exchange Rate | 1.00
*Originating Location MONTFELIER T X
- [J Mon-Reimbursable Bage Currency Amount
*Location FLORIDA Q, O
No Receipt
Accounting Details |7
Expand All | Collapss All Total 360.00 USD

Select Apply/View Cash Advance(s) from the Actions drop-down list.

Create EXDGHSG RBDO[‘[ [ Save for Later | [& Summary and Submit
Colin Davidson |7
Actions Wml:ashm |~ oo
*Business Purpose [Conference e Destination Location |FLORIDA Q,
*Report Description Trip to Florida Conference Authorization ID poop00s197
Reference Q. # Aftachments
Expenses
Expand All | Collapss Al Add: | [ My Wallet (0) | £F Quick-Fill Total 350.00  USD
*Date *Expense Type *Description *Payment Typs *Amount *Cumrency
12172013 |5 [OUT CONFITRAIN RECIST v]  *[Conference Registration Fee [ [Employes v 4 oo| [usD y, [ [=
227 characters remaining
*Billing Type MonTaxabl v [ Receipt Spiit b Default Rate “Exchange Rate v B
*Originating Location MONTPELIER VT Q
. [IMon-Reimbursable  Base Currency Amount uso
*Location [FLORIDA Q
Cne Receipt
Accounting Details |7
Expand All | Collapss All Total 360.00 USD
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Click the GO button.
The Apply Cash Advance(s) page displays.

Create Expense Report
Apply Cash Advance(s)
Report ID MEXT

Cash Advance Information

Exchange

*Advance ID Advance Amount Balance Rate Total Applied
| Q 0.000 0.00 0.00|USD =
Add Cash Advance Update Totals
Total Advance Applied 0.00 UsD
Totals (1 Line) 350.00 USD
Total Due Employee 350,00 USD
O

Click the Look up Advance ID icon.
The Look Up Advance ID page displays the outstanding advances for the employee.

Look Up Advance ID

Help

Empl ID 00003
DateTime Stamp 1232118 10:254M

Advance |0 |begins with %

Look Up Clear Cancel Basic Lookup

Search Results

Wiew 100 First ‘&' 1of1 ' Last
Advance ID Advance Description Balance Currency Code
0000833 (blank) 300 uso

Select the Cash Advance link that was created from the travel authorization that was populated to the
expense report.
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The Apply Cash Advance(s) page displays with the advance amount, the amount applied and any

Create Expense Report

Apply Cash Advance(s)
Cash Advance Information
*Advance ID Advance Amount Balance
DODDDO0S33 300.00 0.00USD
Add Cash Advance Update
Total Advance Applied 3060060 U
Totals {1 Line) 350.00 JUsD
Total Due Employee 50.00 UsSD
O

Report ID NEXT

Exch )
S Total Applied
1.000D0DD00 300.00(4SD ﬂ

The Total Advance Applied cannot be more than
the Totals for the expense report or the Advance
Amount.

To apply a lower amount, enter that amount in the Total Applied field.

NOTE: See your department Expense Coordinator if you still have a balance on the cash advance after

it is applied.
Click the OK button.

Create Expense Report

Colin Davidson (7

B

Purpose [Conference

v
*Report Description | Trip to Florida Conference

Reference

Expenses (7

Expand All | Collapses All Add: | @My Wallet (D) | ;ff CQuuick-Fill
*Date *Expense Type

121712018 |F) |OUT CONFTRAIN REGIST

Destination Location FLORIDA

Authorization ID 3000005157

‘f, Aftachments

*Description

v]

* |Cun1’erence Registration Fee

*Billing Type| Non-Taxabl v
*Originating Location |MONTPELIER VT
*Location [FLORIDA

Accounting Details |7

Expand &Il | Collapse Al

227 characters remaining

B8 Receipt Split

[ Save for Latel | @ Summary and Submit
Actions [..Choose an Action || o
Q
Total 360.00 USD
*Payment Types =Amount *Currency

I [Employes vl A 3000 [UsD  |Q =
[ Default Rate *Exchange Rate 1.00000000) o [
[INon-Reimbursable ~ Base Currency Amount 35000 USD
[ No Recei pt

Total 350.00 USD

Click the Summary and Submit link.
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The Totals are updated to reflect the cash advance amount applied and the total that is due to the

employee.

Create Expense Report

Colin Davidson

*Business Purpose | Conference

v

Reference

Totals (7

*Description |Trip to Florida Conference

5— Wiew Printable \Version

Employee Expenses (1 Line)

350.00 USD

entitled.

Cash Advances Applied 300.00 USD
Amount Due to Employee 50.00 USD
O By checking this box, | certify the are

A View Analytics

Non-Reimbursable Expenses

Prepaid Expenses

Amount Due to Supplier

and comply with expense policy.

0 Notes

0.00 UsD
0.00 UsD

0.00 USD

Total Taxable Expenses
(apphicable taxes will be withheld from your pay)

fi.L'—,ﬂ';S.avé forLaterd | E5) Expense Details

Actions | .. Choose an Action v| GO

. + Aftachments

Employee Credits 0.00 USD
Supplier Credits 0.00 USD
0.00 USD

By submitting thiz Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
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Modify an Expense Report

Situations when this function is used: An expense report can be modified if it has
been saved for later or sent back for revision.

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's
policy regarding Expense Reports.

Navigation option 1: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

< Home VT Travel and Expenses «

]
®

New Window | Help |
| Expense Reports

1 xpense Repo:
Create/Modify Expense Report I
S i Eind an Existing Value | Add a New Value

View Expense Report

Empl10[10003 e
Print Expense Report

Add
Delete Expense Report

I Travel Authorization

Find an Existing Vslue | Add a New Value

I cash Advances

] Payment/Expense Information

! Reporis/Processes ~

The Expense Report — Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expenge Report

Find an Existing Value || Add a New Value

Emgl ID|D0003 x|

Add

Click the Find an Existing Value tab.

Page 86 of 198



2 ~~_VERMONT Expense Training Guide - Employee/Delegate

The Expense Report — Find an Existing Value page displays.

Expense Report

Enter any information you have and click Seanch. Leave fizlds blank for a list of all values.

Find an Existing Value | Add a Mew \Value

Search Criteria

Report 0 [beginz it V|
Report Description
Name begins wih v/
Empl 1D [begins with | a
Creation Dahe &)
[case Sensitive
Lirnit the number of results to {up to 300): (300

I Search Clear Basic Search .2&'1 Sawe Search Criteria

Click the Search button.

Clicking the Search button will list all expense reports in a pending status or if there is only one, the
Modify Expense Report - Details page will display.

MOdify Expense Reporl |5 Save for Later | [Z} Summary and Submit
F o —
Sent Back For Revision By: Grace.Ava {Please update the amount on line 1 and remove the duplicat I Actions [ Ghoose an Acfion v [ &o
=
*Business Purpose | Conference | Report 0000510318 Pending
*Report Description |Training Conference Destination Location NEW YORK
Reterence a Authorization 1D 0000004754 Comments entered by the approver
A, Attachments g
when an expense report is sent back
Expenses 7 o
Expand All | Collapse All Add: | [ My Wallat (0) | 57 Quick-Fil d |Sp|ay at the tOp Of the page'
“Date “Expenze Type *Description “Payment Type “Amount *Currency
11052018 |3 [OUT BREAKFAST v first day of conference [ [Employes vl 4 10.00| [UsD aq HE
221 charactars remaining
11062018 |3 [OUT BREAKFAST ~ second day of conference |7 [Employee vl 4 6.25 [USD aq HE
220 charactars remaining
111052012 | [OUT DINNER ~| |Dinnerﬁr5| day of r.-‘_ [Employ== v e 12.50) |UsSD q HE
224 characters remaining
111052012 | [OUT DINNER ~| |Einnerseeond day of conference r-’- [Employ== [ & 12.50) |UsSD q HE
223 characters remaining
1110712018 |5 [OUT DINNER v [Dinner third day of |7 [Employee v A 180 [0SO |a [#[=
224 characters remaining
11/052018 |3 [OUT MILES - FULL w]  *[Mileage from Home to Canferance [ [Employes vl 4 100.00) [USD + =
223 characters remaining
110772018 |3 [OUT MILES - FULL v| *lMiIeage from Conference to Home r-’— [Employe= ~ A 108.00) |USD + =

Click the Comments link.
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The View Approver Comments page displays the approver’s name, the date/time the transaction was
sent back and the entire approver’s comment.

View Approver Comments
Help

Approver's Comments

Name Gracs.fva

Action Sent Back For Rewvision
DatefTime 11/07/2018 6:28:40FM

Comment Please update the amount on line 1 and remove the duplicate dinner expense.

Review the comment to see what changes need to be made to the expense report.

Click the Return button to return to Modify Expense Report — Details page.

MOdify Expense Reporl |5 Save for Later | [Z} Summary and Submit
Colin Davidson | 7
Sent Back For Revision By: GracsAvs {Please update the amount on line 1 and remove the duplicat Actions [Ghoose an Asfion ¥ [ @0
Purpose [Cor V] Report 0000518318 Pending
*Report Description |Training Conference Destination Location NEW YORK
Reference Q Authorization 1D 0000004754 If an expense type needs to be changed
4% ggghments. .
on an expense report linked to a travel
Expenses 7 . . . .
Expand All | Collapsa Al Add: | F2 My Wabst (0} | F Quick-Fil authorlzatlon, the line will need to be
et Epense Type R deleted and reentered with the correct
110052018 | [OUT BREAKFAST v *Lazr?a;‘f:s';c:v:;:rn:m;fmnoe eXpense type

11062018 | [OUT BREAKFAST |  *[Breakfast second day of conference |7 [Empioyee v A 625 gQ_ | [+ [=
220 charactars remaining

111052012 | [OUT DINNER ~| |Dinnerﬁr5| day of r:_ [Employ w4 12.50) |USD q *=
224 characters remaining

111052012 | [OUT DINNER ~| |Einnerseeond day of conference r-’- [Employe= LA 4 12.50) |UsSD q =
223 characters remaining

1110712018 |5 [OUT DINNER v [Dinner third day of |7 [Employ ~ 4 1850) [0SO |a [ =
224 characters remaining

11/052018 |3 [OUT MILES - FULL w]  *[Mileage from Home to Canference [ [Employe= v 4 100.000 |[USD + =
223 characters remaining

11072018 |5y [OUT MILES - FULL ]|  *[Mileage from Cenference to Home |2 [Empioyee v 4 108.00/ [USD + [=

Changes can be made to the expense report like you would if you were entering the report. The
expense report information is editable. See Entering Expense Reports for more instructions.
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Situations when this function is used: Expense Reports are available to view in the system and it may

not be necessary to print.

Navigation option 1: Home page > TE tile > Expense Reports > View Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >

View

< Home

VT Travel and Expenses

I Expense Reports
Expense Report

CreateModify Expenss Report Enter any information you have and dlick Search. Leave fiskis biank for 3 list of all values.

Find an Existing Value
View Expense Report
o Search Criteria
|
Report ID [begine

Print Expense Report

Delete Expense Report

I Travel Authorization ~

I Cash Advances ~ || Dlcsse sensitive

Limit the number of resuits to (up fo 300}: (300
I PaymentExpense Information | search Clear | Basic Search [ Save Search Criteria
1 Reports/Processes w

A Q= CEC

New Window | Help | T

The View Expense Report search page displays in the work area.

Expense Report

Find an Existing Value

Search Criteria

Report ID I

Report Descripion
Narme

Enter any information you have and click Search. Leave fields blank for 3 list of all values.

[ case Sensitive
Lirnit the number of results to (up to 300): (300

Search Clzar | Basic Seanch _J"J Sawe Search Cnt

cmpl 10 e i ] a
Report Status = sl \d
Creation Date ¥

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by and adding additional criteria. If you know the expense report number that you

want to view you can enter the number into the Report ID field.

To view all Expense Reports, click the Search button.
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A list of expense reports displays in the search results.

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Report 1D I
Report Description
Name
Empl 1D Q
Report Status |= || |
Creation Date i,
[ case Sensitive
Lirit the number of results to (wp to 300): (300

Search Clear Basic Search d'] Sawve Search Criteria

Search Resulis

Wiew All First ‘4 1exe ' Last
Report ID Report Deecripiion Hama Empl i} H3a|:||:-rt Status Creation Date

m19321 Trp To Flunda Dunlierern:e Da'mdsm Ciolin 00003  Submitted 11(0&:‘2)313
(D05 18320 Trip to Mew York Conference Davidson,Cofin 00003 In Process 11082018

00515318 Training Conferenca Davidson,Cofin 00003 Pending 110712018
0000519318 Training Gonferenca Davidson,Cofin 00003 Submitted 11052018
0000519317 Supplies for Training Davidson,Colin 00003 Submitted 11052018
00515318 Mileage far Training Davidson,Cofin 00003 In Process 11052018

Select the Report ID link for the expense report you would like to view.
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The View Expense Report — Summary page displays.

View Expense Repon i Expense Details

Colin Davidson

The expense report information

Business Purpose Training Report 0000518323 Approved for Payment
Description Training in Gurlington Created T10B201E  Cofin Davidzon displays including the Totals,
Reference Last Updated 11/082018  Mary Motor
Post State Mot Applied Notes and Status. All fields will be
Totals 7 é5 View Printable Version = View Analyfics . .
grayed out when viewing a report.
Employee Expenses (2 Lines) 60.64 USD Non-Reimbursable Expenses 0,00 UsSD
Cash Advances Applied 0.00 UsD Prepaid Expenses Q.00 UsD
Amount Due to Employee 60.64 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)
| By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form the actual to which this is legally
entitled.
Submit Expense Report Withdraw Expense Repart Submitted On  11/00/20128 Submitted By Colin Davidson
Approval History
Sl d=] i —
3 ¢ v =5’
Subenitted EX Macule Supervisar Expense Coordinatar P .
Colin Davidson o Grace Mary Moloe ayment
Action Rols Mamsa DataMime Comments
Submitted Emplayes Colin Davidson 11/09/2018 10:28:04AM
Approved EX Module Supervisar Ava Grace 11/09/2018 11:31:10AM
Sent Back For Revision Expense Coordinator Mary Motor 11/08/2018 11:24:58AM @
Resubmitted Emplayes Colin Davidson 11/09/2018 10:37:45AM
Approved EX Module Supervisar Ava Grace 11/09/2018 11:40:02AM
Approved Expense Coordinator Mary Motor 11/09/2018 11:42:35AM
G Refum to Search || Previous in List ||o] MesxtinList ||=] Nofify ‘

The Approval History displays the approval pat)\ and actions performed, who performed the action and
the date/time the action was performed. Actions can include one or more of the following: Submitted,
Approved, Sent Back for Revision, Resubmitted or Withdrawn.

Click the Notes link.
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The Expense Notes page displays any comments entered by the employee and/or approver.

Expensze Motes

Add Motes

Help

Notes

Hotes Hame

Sent Back For
Revision - Please
update the amount on
in= 1 and remove the
duplicate dinner
EXpense.

Ava Grace

Expense for Training

Conference Colin Davidson

Personalize | Find | L | [ First ‘4 1-2of2 '* Last

Rola Action DateTime

EX Module Supervisor 11/0772013 6:28-40PM

Employee 11072018 D:44:03AM -

Ok, Cancel

Click the OK button to return to the View Expense Report — Summary page.

View Expense Report

Colin Davidson
Business Purpose Training

Description Training in Burlington

Reference
Totals 7 & View Printable Version
Employee Expenses (2 Lines) 60.64 USD
Cash Advances Applied 0.00 UsSD

Amount Due to Employee 60.64 USD

entitled.
Submi

Approval History

Subenitted
Colin Davidson

Action Rols

Submitted Employes

Approved EX Module Supervisar
Sent Back For Revision Expense Coordinator
Resubmitted Employes

Approved EX Module Supervisar
Approved Expense Coordinator

I [ Expense Details I

Actions [__Choose an Action

v|| Go

Report 0000518323  Approved for Payment

Created 11/002012  Colin Davidson
Last Updated 11092012  Mary Motor
Post State Mot Applied
F View Analyfics () Notes & Attachments (1)
Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 UsSD
Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 UsSD
Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD

(applicable taxes will be withheld from your pay)

/1 By checking this box, | cariify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form

the actual to which this

Submitted On  11/08/20128 Submitted By Colin Davidson

Faseiit]
V' &
EX Madule Supervisar Expense Coordinatar
fora Grace Mary Moloe
Mamsa DataTime

Colin Davidson 11/08/2018 10:20:04AM

Ava Grace 117092018 11:31:10AM
Mary Motor 117092018 11:34:58AM
Colin Davidson 11/092018 10:37:45AM
Ava Grace 11/08/2018 11:40:02AM

Mary Mator 11/08/2018 11:42:354M

is legally

Payment

Comments

Click the Expense Details link.
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The View Expense Report — Details page displays the expense report line information.

Expense Training Guide - Employee/Delegate

View Expense Report
Colin Davidson | 7
Sent Back For Revision By: Gracefva Please update the amount on line 1 and remove the duplicat Actions [ Chooss an Adian V][ @
Business Purpose Conference Report 0DDD518318  Pending
Report Description Training Conferance Authorization ID pp00004754
Reference
Expenses 7
Expand All | Collapse All Total 61700 USD
“Date “Expense Type *Description “Payment Type “Amount *Currency
* =
11052012 OUT BREAKFAST [Breakfast first day of conference = . ;, 1000 usD
221 characters remaining
g d day of | =
111062013 OUT BREAKFAST L secand day - p 4 825 USD
220 characters remaining
1110572018 OUT DINNER [Dinner frst day of | = ; 1850 USD
224 characters remaining
11/052018 OUT DINNER |Einnersecond day of conference ri . ;, 1250 USD
223 characters remaining
172018 DUT DINNER [Diner third day of confersnce J= P f 1850 USD
224 characters remaining
[ = &
11052012 OUT MILES - FULL mneage from Heme to Conference r_ . & 10800 USD
223 characters remaining
£ = &
111072018 OUT MILES - FULL [Mileage from Cenference o Home [ P A 10800 USD
223 characters remaining
Y = ;
111052018 OUT CONFITRAIN REGIST [Training C i J# p & 20000 USD
222 characters remaining
*[Mileage ]
0910172013 IN MILES - FULL [Mil=ag J= o ;, 9735 USD
247 characters remaining
Expand All | Collapse All Total §17.00  USD

&

The line Attachment icon will display as
will display as “* when there is no attachment.

Click the line Attachment © icon.

The Expense Line Attachments page displays.

when an attachment has been added to the line. The icon

Expense Line Attachments

Report IO 0000519318
Date 11/052018 Expense Type OUT COMNFTRAIN REGIST
Details
Flle Namg

Dascription Usar

COAVIDSO

Fizceipt for Conference

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments.

Can[ﬂ

Amount

Personalize | Find | View 2l | 2| B

Hams

Colin Davidson

300.00 USD
First 4

Date/Tima Stamp

TAOTR2HE Sa412AM

1of1

Hsig

Last
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Click the File Name link to view the attachment.

Attachment/receipt sample document used for training.

Close the attachment and click the OK button on the Expense Line Attachments page.
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View Expense Report
Colin Davidson | 7
Sent Back For Revision By: Gracefva Please update the amount on line 1 and remove the duplicat Actions [ Chooss an Adian V][ @
Business Purpose Conference Report 0000518310 Pending
Report Description  Training Conference Authorization ID ppOOO04TS4
Reference
ollapse All Total 61700 USD
“Date “Expense Type *Description “Payment Type “Amount *Currency
* &
1052018 OUT BREAKFAST [Breskast fst day of conference p A 1000 USD
221 characters remaining
g d day of £
111062018 OUT BREAKFAST L= S=cond g2y | p Fa 825 USD
220 characters remaining
111052018 OUT DINNER [Dinner first day of P A 1850 USD
224 characters remaining
11/052018 OUT DINNER |Einnersecond day of conference o A 1850 USD
223 characters remaining
111072018 OUT DINNER [Dinner third day of con P A 1250 USD
224 characters remaining
*[i &
11/052018 OUT MILES - FULL mneage from Home to Confierence o A 108.00  USD
223 characters remaining
£ &
111072018 OUT MILES - FULL [Milz=ge from Confersncs to Home P A 10800 USD
223 characters remaining
*[Training Conference Registrats ;
111052018 OUT CONFITRAIN REGIST [Training Con rence egisirahon p & 30000 USD
222 characters remaining
*[Mileage &
0910172013 IN MILES - FULL [Mil=ag o & 9735 USD
247 characters remaining
Expand All | Collapse All Total §17.00  USD

Click the Expand All link to display the expense line details.
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If the expense report has any exceptions, an G icon will display.

View Expense Report [E Summary and Submit
Colin Davidson | 7

Sent Back For Revision By: GraceAva Please update the amount on line 1 and remove the duplicat

Actions [ Choose an Action ~v]| =0
Business Purpose Conferance Report 0000516318 Pending
Report Description Training Conferance Authorization ID 0pooo04754
Reerence Employees are required to enter an
exception comment on an expense
Expenses
Expand Al | Collpae Al report line to explain why an amount
*Date *Expense Type *Diescription *Paymel h a S be e n exce e d e d .
111052013 OUT BREAKFAST * [Breskfast first day of conferg ' Employee
T3 characters ramai
Billing Type Non-Taxabl - Infermal .
Originating Location MONTPELIER VT I Default Rate Exchange Rate  1.00000000 2]
Location NEWYORK Mon-Reimbursable  Base Currency Amount 1000  USD
No Receipt
Accounting Details
. 7 ¢
1110672013 OUT BREAKFAST [Breakfast secand day of ' Employes & 825 USD
220 characters ramaining
Billing Type Non-Taxabl - Infermal -
Originating Location MONTPELIERWT 4 Default Rate Exchange Rate  1.00000000 =]
Location NEW YORK Non-Reimbursable
No Receipt . . .
Ascouniing Detals An icon displays when duplicate
line exists.
o 5
Siosz018 OUT DINNER [Dinner first day of conferance ' empioyee " Rty
224 characters remaining
E Billing Type Non-Taxable - Internal ¥ Default Rate Exchange Rate  1.00000000 =)
Originating Location MONTPELIER WT Mon-Reimbursable  Base Currency Amount 18.50 USD
Location NEW YORK
No Receipt

Dutgile o

Click the Exceptions ** icon.

The Expense Report — Authorized Amount Exceeded page or the View Exceptions Comments and Risks
page displays depending on the exception.

The Expense Report — Authorized Amount Exceeded page displays the authorized and transactions
amounts and the exception comment explaining why the amount was exceeded.

Authorized Amount by Location

Expense Report

Authorized Amount Exceeded

Cuolin Davidson Report ID 0000518318
Expense Type Location Limit Exception

Authorized Amount 825 UsD

Transaction Amount 10,00 UsD

The suthorized amount for expense type OUT BREAKFAST in MEYWW Y ORK has been excesdad on lins 1
Plzase provide an explanation as fo why.

Breakfast at Hotel

DK

Click the OK button.
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The View Exceptions Comments and Risks page will show all exceptions for the expense report.

View Expense Report
Wiew EKCEP“ on Comments and Risks
Report ID 0000519319
General Information
o B Employees are required to enter an
Report Description  Training Conference )
exceptlon comment on an expense
Conference ) )
Reference report line to explain why an
B e amount has been exceeded.
Line Exceptlon Cogie it
1 OUT BREAKFAST Amount Excesded Breakfazt at Hotel
2 OUT BREAKFAST MNone Mo excephions associated with this line.
' _ Expense line is @ duplicate of Line 4, Shest |d 0518319,
3 OUT DINNER Duplicates Exist Date 2015-11-05, Amt Spent 12.5 USD.
’ : Expense line is a duplicate of Line 3, Shesat |d (18319,
4/OUT DINNER Duplicates Exst Date 2018-11-05, Amt Spent 12.5 USD.
5 OUT DINNER MNone Mo excephions™
8 OUT MILES - FULL Mane No exceptions associatl g VISION defaults a comment when
T OUT MILES - FULL MNone Mo excephions associated with this lin® c dupllcate line exists Id.entlfymg
8 OUT CONFTRAIN Mone Mo excepbons associgted with this line the SAPSIES r-epor"-t ID' I"'!e, date
REGIST . i and amount that is duplicated.
81N MILES - FULL MNone Mo excephions associated with this line.
Retumn To Expense Report
o Return to Search ||t Previousin List ||+ | Mextin List =] Motify

Click the Return To Expense Report link.
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The View Expense Report — Details page displays.

View Expense Report [E Summary and Submit
Calin Davidson 3
Sent Back For Revision By: Gracefva Please update the amount on line 1 and remove the duplicat Actions [ Choose an Acfon ~] [ GO
Business Purpose Conference Report 0000516318 Pending
Report Description Training Conference Authorization ID ppoDD04754
Reference
Expenses
Expand All | Collapse Al Total B17.00 USD
*Date “Expense Type *Description *Payment Type *Amount *Currency
. - &
111052012 OUT BREAKFAST [Bremifast frst day of confarence ' Empioyee & 1000 USD

T3 charactars remaiing

Billing Type Non-Taxable - Infernal 7 =
Originating Location MONTPELIERWT Default Rate Exchange Rate 100000000 =

Location NEWYORK G Non-Reimbursable  Base Currency Amount 1000 USD

No Receipt
Dﬂmunn‘nu Details | ;

. x -
1110672013 OUT BREAKFAST [Breaifast secand day of ' Employee s 625 USD
220 characters remaining

Billing Type Mon-Taxable - Intemal
Originating Location MONTPELIERWT
Location NEW YORK Non-Reimbursable  Base Cumency Amount 625 USD

No Receipt
DAmunﬁng Details

& Default Rate Exchange Rate 1.00000000 |—5

12018 OUT DINNER [Dinrer firt day of ¥ Empioyes & 150 usD
- 224 characters remaining
e Billing Type Mon-Taxable - Intemal ¥ Default Rate Exchange Rate  1.00000000 -
Originating tom!on r;:‘:f’:l::RW Mon-Reimbursable  Base Cumency Amount 18.50  USD
ocation
Mo Receipt

Dmnmnlinu Details | 3

Click the Expand Accounting Line " icon to review the accounting information for the line.
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The Accounting Details section expands and displays the ChartField information.

Expense Training Guide - Employee/Delegate

View Expense Report
Colin Davidson |7
Sent Back For Revision By: GraceAva
Business Purpose Conference
Report Description Training Conference

Reference

Expenses

Please update the amgunt on line 1 and remove the duplicat

Report ODDDS18218  Pending

Authorization 1D oopo004TS4

[Z Summary and Submit

Actions: [ Choose an Acfion

wv|| GO

Expand All | Collapse Al Total 617.00
“Date *Expens= Type *Description *Payment Type *Amount
- = &
1052013 OUT BREAKFAST [Bremidast st day of confarence ¥ empi i 10.00
221 characters remaining
Billing Type Non-Tazable - Internal ¥,
Originating Location MONTFPELIER WT Default Rate Exchange Rate  1.00000000
Location MEW YORK G Mon-Reimbursable  Base Currency Amount 10.00
SERTL
Accounting Details | 7
Chartfields | [F7%
amount GL Unit Monetary Amount g&mcy E:ga"w Fund Dapt Program Class Project
10.00 02100 10,00 USD 1.00000000 20108 2100002000 58290 Z0m7 IMVT 000
* [Breait d day of confe: E i,
11082018 OUT BREAKFAST |_|ea ast second day of carference r-— Emph A 825
220 characters remaining
Billing Type Mon-Taxable - Internal 7
Originating Location MONTPELIER VT Default Rate Exchange Rate  1.00000000
Location NEW YORK Mon-Reimbursable  Base Currency Amount 8.25
Mo ReceiEl
Accounting Details | 7
Chartfields | [F=
[ Currency Exchangs
mount GL Unit Monatary Amount s Rate Fund Deapt Program Class Project
825 02100 825 UsD 1.00000000 20105 2100002000 59290 2017 ZMVT  000-

uso

*Currency
usD
B

usD

usD

uso
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Print an Expense Report

Situations when this function is used: Expense reports needs to be printed.

Navigation option 1: Home page > TE tile > Expense Reports > Print Expense Report

Expense Training Guide - Employee/Delegate

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >

< Home VT Travel and Expenses
I Expense Reports ~

CreateModify Expense Report fields blank for a list of all values.

Print Expense Report

Delete Expense Report

Eml D) [ooses a
I Travel Authorization ~ Re s[= ~ v
Cre = ]
1 Cash Advances M e
Limit the number of results to (up to 300): 300

I Payment/Expense Information  ~ M| Ssarch || Glear | BasicSesrch [ Save Searoh Crtera
| Reports/Processes v

A Q=06

New Window | Help | 53

The Print Expense Report search page displays in the work area.

Expense Report

Find an Existing Value

Search Criteria

Report 0 [begins with V]| |
eport Description | begins with
Name

Enter any information you have and click Search. Leave fields blank for 3 list of all values.

[ case Sensitive
Limit the number of results fo (up to 300): 200

Search Clear | Basic Search _J'IJ Sawe Search Crite

Empl ID Q
Report Sta1u5|= v| | \"l
Creation I:late #,

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by and adding additional criteria. If you know the expense report number that you

want to print you can enter the number into the Report ID field.

To view all Expense Reports, click the Search button.
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A list of expense reports displays in the search results.

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Report 1D begins it V|
Report Description
Name [begins wih ]
Empl 1D [begins with | a
Report St,a.1u5|= V| | L
Creation Date &)
[ case Sensitive
Lirit the number of results to (up to 300): (300

Saarch Clear | Basic Search &J Sawve Search Criteria

Search Resulis

iz All First ‘4 t1eos ‘& Last
Report I Report Dascription Hame Empl ID Report Status Creation Dats

0000518325 RCN Example Davidson,Cofin 00003 In Process 111162018

35 18323 Training in Burdington Dravidson, Colin 00003 Approved 11082018

DO0E18322 Trip to New York Conference Davidson, Colin 00003  Submitted  11/08/2018
0 ata) o cro H - o n

4 o) o Elog oforo oo [ i

|
35 18319 Training Conference Dravidson, Golin 00002 Pending 11072018
0000518318 Training Conference Davidson,Ciolin 00003 Submitted  11/05/2018
000018317 Supplies for Training Davidson, Colin 00003 Submitted  11/05/2018
005 18316 Mileage for Training Davidson,Colin 00002 In Process 11082018

Select the Report ID link for the expense report you want to print.
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The Print Expense Report page displays the expense report information.

Expense Training Guide - Employee/Delegate

Expense Report

Employee ID 00002

Colin Davidson
Description Training in Burlingten Report 0000519323 Approved for Payment
Business Purpose Training
Date Expenss Type Mon-Reimbursable Mo Recsipt Receipt Required Payment Type Transacfion Arnt Exchange Rate Amount
Diescription Additional Information Merchant Location
110272012 IN MILES - FULL o o o Employes 57.23 UsD 1.00000000 57.23 UsD
|T|ave| from Wolcott to Burlington and back FII BURLINGTON VT
1170272012 IN BREAKFAST [} [} [} Employes 341 0sD 1.00000000 341 0sD
|Elrealdasl due to early departure from Wolcot Fﬂ BURLINGTON VT
Employee Expenses 8064 USD Mon-Reimbursable Expenses 0.00 UsSD Amount Due to Supplier 0.00 USD
0.00 USD Prepaid Expenses 0.00 UsSD Amount Due to Employee G0.64 USD
Total Taxable Expenses 0.00 USD

Cash Advances Applied
{applicable tees will be withheld from your pay)

Retumn to Expense Report
Expense Repart | Expense Receipt

Click the Print Expense Report link.

The printable version of the expense report displays in a new window.

arites  Help
Page~ Safetyv Tools~ @~ [0 0% %

File Edit Gotg

B8 -

]

‘ == | TNWMLES -FULL ‘ ‘ ‘ ‘ ‘ Emskayes. |91nmn ‘ =] |!1Aum ‘
\ = \ [ =7 |

L =z T = o

\ | I | I - I 1 |
Torals

sussusD

cam 000usD

0.00UsD

000usD.

Employes Credis 000usD.

Toia 000 usD
Amourt o00usD
c0e4usD

e T e | = = = e
[ wwans [ Tome [Fmiar ]
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0000510323 Comments.
Employee ‘Envlnyﬂll)
00003
Reference Business Purpose
Training
Lings
o 50 Rewaipt == o
| wherenant | Cocation 1
Ty UnGR T A 5 SN O ey Al Sy o
Colin Davidson 1w
o
pans ana
per
Branch of State govemment )
Grace Ava 11022018
Ropoversy T
By 3pOMVINg TS EXDENSE M0 | CELTY NG e £IG ana compensan
ACTINIETaYE BUIEEN 3.4, Trevel 3nd Expense Sciiy. (Ths
Motor.Mary t1ge2n1s
= 3

T | e yue Toar ‘ ey ‘ =y ‘ oy
I 1 N T B

Follow the instructions you currently use to print from your browser.
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Delete an Expense Report

Situations when this function is used: Expense reports can be deleted only when they are in a pending
status. An expense report might need to be deleted when it is a duplicate or is no longer needed.

NOTE: If the report is valid but cannot be approved in time for month end closing, it can be sent back
to the employee, and then the employee can resubmit the transaction. The accounting date and
budget date will update to the current date.

Navigation option 1: Home page > TE tile > Expense Reports > Delete Expense Report

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >
Delete

< Home VT Travel and Expenses a Q 06

Mew Window | Help |
| Expense Reports A
Delete Expense Report
Create/Molty Expense Report Enter any informafion you have and click Search. Leave fields blank for a st of all values.
Find an Existing Value
View Expense Report

Print Expense Report

Delete Expense Report

ilts to {up fo 300): 300
I Travel Authorization Vi -
Search Clear | Basic Search L& Save Search Criteria

I Gash Advances v

] Payment/Expense Information v

I Reports/Processes v

The Delete Expense Report search page displays in the work area and the Empl ID automatically
defaults.

Delete Expense Report

Enter any information you have and click Seanch. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empi 10 begins witn 00003 a]
Name bagins with |

[ case Sensitive

Limnit the number of results to {up to 300): (300

Search Clear Basic Search _Jij Save Search Criteria

Click the Search button.
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The Travel and Expense — Delete an Expense Report page displays. Any expense report with a
‘Pending’ status will display and is eligible to be deleted.

Travel and Expense

Delete an E:([JEHSE REpDI‘l
Colin Davidson

Delete an Expense Report | 7
Zalect Report i  Raport Descripiion Craation Date Amount Currency
1 0000519327 Trip to Mew York Conference 11/2002018 100.00 USD
O 0000519328 Supplies for Training 117202018 100.00 USD

Delete Selected Report(s)

If the expense report you are looking for isn't showing up, double check the status to confirm that it is
pending.

Select the expense report you want to delete, by clicking the Select checkbox. You can delete multiple
expense reports by selecting multiple checkboxes.

Travel and Expense

Delete an Expense RE[CJDI‘I
Colin Davidson

Delete an Expense Report | 7

Selact Repaort ID Report Descripiion Creation Date Amount Curmency
& 0000519327 Trip to New York Conference 11/2002018 100.00 USD
O 1000518328 Supplies for Training 1172002018 100.00 USD

Delete Selected Report{s)

Click the Delete Selected Report(s) button.

A Delete Confirmation page displays informing you that the selected expense report has been deleted.

Travel and Expense

Delete Confirmation
Colin Davidson

t/ The s=lect=d transaction(s) hawve been deleted.

Click the OK button.
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The Travel and Expense — Delete Approved Expense Report page displays.

Travel and Expensze

Delete an Expense REDDI‘I
Colin Davidson

Delete an Expense Report |

Selact ReportlD  Raport Deecripiion Creathon Date Amount Cumency

m 0000519328 Supplies for Training 11202018 100.00 USD

Delete Selected Report(s)

The deleted expense report no longer displays and will not be available to view, modify, or print.
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TRAVEL AUTHORIZATIONS

Entering Travel Authorizations

CREATE Travel Authorization from Blank
The Basics:

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding
Travel Authorizations.

1. Economy, prudence, and necessity are of primary concern when planning and paying for travel
and expenses.

2. Preferred payment methods - Whenever possible, Purchasing Cards (P-Cards) and direct
supplier payments should be used to minimize employee reimbursements.

3. Clear cache - To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome.

4. Save for Later - After every couple of lines on your travel authorization, click the "Save for
Later" link to prevent the "data inconsistent with database" error that will not allow you to save
or submit.

5. An approved on-line Travel Authorization is required for all cash advance requests.

6. Third Party Payments/Reimbursements - The supplemental form “Authorization of Employee
Expenses to be Paid by a Third-Party Organization” may be required when expenses are to be
paid by another party.

7. Encumbrance - All travel authorizations completed within VISION create an encumbrance of
funds against an appropriation of the employee’s department.

Situations when this function is used: Per Bulletin 3.4, an employee must create a travel
authorization and receive approval for overnight travel from their Department Head or designee prior
to the trip.

Navigation option 1: Home page > TE tile > Travel Authorization > Create/Modify Travel Auth

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Create/Modify

< Home VT Travel and Expenses A Q=@

I Expense Repons I

| Travel Authorization
Create/Modify Travel Auth
View Travel Authorization
Print Travel Authorization

Cancel Travel Autharization

Delete Travel Auth

] Cash Advances
| PaymentExpense Information

I ReportsiProcesses
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The Travel Authorization — Add a New Value page displays in the work area and the Empl ID
automatically defaults.

Travel Authorization

Eind an Existing Value | Add a New Value

Ermpl I0[p0003 x|Q

(2 ||

Click the Add button.

The Create Travel Authorization - Details page displays.

Create Travel Authorization Save for Later | [ Summary and Submit
Colin D Quick Start [_Populate From ~v| so
I“Business Purpose | v| I Destination Location Q
Bescnpuon | *Date From [ =Date To [E
&% Aftachments
Projected Expenses (7
Expand All | Collapse All Add: | ‘f Quick-Fill Totals (0 Lines) 0.00 usp
*Date *Expense Type Description *Payment Type *Amount Currency
\ v = vl & 000, ygp EE

Expand All | Collapse All Totals (0 Lines) 0.00 USD

Click the drop-down arrow to choose the Business Purpose.

Create Travel Authorization Save for Later | [} Summary and Submit

Colin Davidson (7 Quick Start [...Populate From v]| so
*Business Purpose

Destination Location Q
| Altenate Work Location
“Description | Audit -Inspections - Licensing *Date From *Date To

Conference I %  Aftachments
Projected Expenses (2 |Economic Development

Emergency Response
Expand All | Collapse All General Expenses

Totals (0 Lines) 0.00 USD
Hazardous Material Cleanup
Judicial Assignment

*Date tegall-tLaw Enforcement Description *Payment Type “Amount Currency
egislator

Mggeljng v | )ﬁl [ v A 0001 ysp =
School Visit
Test CF-05 07252018
Training

Expand All | Collapse All Totals (0 Lines) 0.00 USD

Select the option that most closely identifies the purpose of the trip.
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Choose a Destination Location

Expense Training Guide - Employee/Delegate

Create Travel Authorization

[ Save for Later | E, Summary and Submit
Caolin D: Quick Start |_Populste From || o
*Business Purpose [Conference v I Destination Location 1l x|
Bescnprion *Date From W  *Date To ]
# Attachments
Projected Expenses (7
Expand All | Collapse All Add | 45 Quisk-Fill Totals (0 Lines) 0.00 USD
*Date *Expense Type Description *Payment Type *Amount Currency
Eli v [E| v A 000 ygp =

Expand All | Collapse All Totals (0 Lines) 0.00 usD

NOTE: Location searches in VISION search on a shortened name. It is best to enter the first few letters
of the location and click the magnify glass. The list includes all towns in Vermont, all States and
Territories, and Out of Country. For the purposes of Bulletin 3.4, Hawaii and Alaska are considered Out

of Country.

Enter the first three letters into the Destination Location field. This location should be the furthest point

travelled during the trip.

Create Travel Authorization

Colin Davidson (7

*Business Purpose\(:urvference hd

Destination Location |1
*Description *Date From H

A attschments
Projected Expenses (7

*Date To

&}

[ Save for Later | Q, Summary and Submit

Entering a Destination Location is
optional. It will automatically

Expand All | Collapse All Add: g? Quick-Fill pOpUIate the Location field On
*Date *Expense Type Description *Payment Type eaCh expense Ilne for you'
] v] [

Expand All | Collapse All Totals (0 Lines) 0.00 usD
Click the Destination Location look up @ icon.
The Look Up Destination Location page displays.

Look Up Destination Location

Help

Search by: |Expense Locstion s | begins with |

Look Up Cancel | Advanced Lookup

Search Results

View 100 First ‘4 130f3 'F Last

Expense Location Description

FLTCH FLETCHER VT
FLRMC FLOREMCE VT

Select the Expense Location link.
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The Create Travel Authorization - Details page displays the Destination Location selected.

Create Travel Authorization

Save for Later | @ Summary and Submit

Colin Davidson (7 Quick Start [..Populate From ~]| eo

*Business Purpose [Confersnce > Destination Location [IESAIEE * |0

*Description Trip to Florida Conference: I O (LU il
#  Attschments

Projected Expenses (7
Expand All | Collapse All Add é; Quick-Fill Totals (0 Lines) 0.00 USD

*Date *Expense Type Description *Payment Type *Amount Currency

E | v = v A 009 ysp =

Expand All | Collapse All Totals (0 Lines) 0.00 usD

Enter a short, meaningful description for the trip into the Description field.

Create Travel Authorization

Colin Davidson (7

*Business Purpose |Conference

. B NOTE: Travel dates must be in the

~ Destinafj it Q .

*Description Trip to Florida Conference m 12172018 |  *Date To[12:2172018] |5 I futu re. The System W|” not a”OW
& attachments H

Projected Expenses (7 dates in the paSt'

Expand All | Collapse All Add: | £ QuitkFil

Totals (0 Lines) 0.00

usp
*Date *Expense Type Description *Payment Type *Amount Currency
8 [ v [l v A 000) ysp B E
Expand All | Collapse All

Totals (0 Lines) 0.00 usD

Enter the date the trip will start on into the Date From field and the end date of the trip into the Date
To field.

Create Travel Authorization

Save for Later | E Summary and Submit
Colin Davidson (%

Quick Start [..Populate From
~

hl cle]
Destinati o0 FLORIDA Q
*Description | Trip to Florida Conference *Date From [12/17/2018 |[W  *Date To 12/21/2018 [y I

&4 Attachments
Projected Expenses (%

NOTE: The Date on the lines
# Quick must be within the date range
> *Expense = Description *Payment Type

- - entered above.

*Business Purpose [Conference

Expand All | Collapse All Add.

Expand All | Collapse All

Totals (0 Lines) 0.00

In the Projected Expenses section, enter the estimated Date of the expense.

uso
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Create Travel Authorization

Colin Davidson (7

Save for Later | @ Summary and Submit

Quick Start [...Populate From v|| o
*Business Purpose [Conferance v Destination Location | FLORIDA Q
*Description Trip to Florida Conference *Date From [12/17/2018 [  *Date To 12/21/2018 [y
#  attachments

Projected Expenses (7
Expand All | Collapse All Add. ﬁ} Quick-Fill Totals (0 Lines) 0.00 usD

*Date *Expense Type Description *Payment Type *Amount Currency

h2n7zoe & ~| || vl A 000 e =
Expand All | Collapse All Totals (0 Lines) 0.00 usD

To choose the expense type, click the Expense Type drop-down to view the available expense types.

Create Travel Authorization

Colin Davidson (¢

*Business Purpose [Conference

Destination Location Out of Country

*Description Trip to Florida Conference

Projected Expenses (7

Expand All | Collapse All Add: ﬁ} Quick-Fill

*Date *Expense Type

*Date From 12(17/2018 |[W

&+ Attachments

Deseription

T

Save for Later | @ Summary and Submit

Quick Start [_Populste From || Go

Q
*Date To 12/27/2018 |y

Totals (0 Lines) 0.00 USD

*Payment Type *Amount Currency

121712018

LEG NT PER DIEM MEAL

LEG NT PER DIEM ROOM
LEG TX LESS 50 MI

LEG TX PER DIEM MEAL

g

>

| EI| v A 000 ysp HE

LEG TX PER DIEM ROOM
LICENSE - ATTORNEY
LICENSE - CDL
MEMBERSHIP DUES
MOVING EXPENSES
OUT AIR TRANSP

QUT BREAKFAST

Expand All | Collapse All

i ———
OUT CONFTRAINREGIST I
—_——————————————————

QUT INCIDENTALS

QUT LODGING

QUT LUNCH

QUT MILEAGE ADAPT VAN

OUT MILES - FULL

QUT MILES REDUCED RATE

OUT TRANSPORT OTHER

QUT WEHICLE RENTAL

PHOME SERWVICE - CELL

PHOME SVG NOM-CELL
PHOTOCOPIES

POSTAGE

PUBLIC SERVICE REC WK FOOD
PUBLIC SERVIGE REC WK OTHER
PUBLIC SERVICE REC WK RENT v
Payroll Bank Service Charge

Expense Types are listed in alphabetical order.
See Bulletin 3.4 and the Expense Type list for
guidance on Expense types. For Out-of-State

travel, the Expense Type should be an

IIOUTII

Expense type. Use the up and down arrows to
scroll through the available options.

Select the appropriate Expense Type from the list provided.
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The expense type displays along with the additional fields that need to be populated.

Create Travel Authorization

Save for Later | E, Summary and Submit
Colin Davidson (# Actions [..Chooss an Aclion v]| eo
hd Destination Location FLORIDA =Y

*Description |Trip to Florida Conference *Date From 12/17/2018 [

“Business Purpose [Confersnce

tate To|12/21/2018

#  Attachments
Projected Expenses (¢

The displayed fields vary depending on
Expand All | Collapse All Add: g? Chuic k-Fill the eXpense type Selected. The
m - m—— T \ Location automatically defaults from
12172018 | |OUTCONF#TRAIN REGIST v| *‘C Fee N

: the Destination Location. Select a
gy ] / Location if a Destination Location was
JLocation|FLORIDA not defined or if it needs to be

Accounting Details | changed_
Expand All | Collapse All

Enter an explanation of the expense in the Description field on the line.

Create Travel Authorization

Save for Later | E,_\, Summary and Submit
Colin Davidson (7

*Business Purpose [Conference

Actions [...Choose an Action v|| co
hd Destination Location LORIDA Q
*Description Trip to Florida Conference

*Date From [12/17/2018 b  *Date To|12/21/2018 |

J’: Attachments
Projected Expenses (¢

Expand All | Collapse All Add: | £F Quick-Fill

*Date *Expense Type

*Description

121772016 | [OUT CONFITRAIN REGIST CIE

A default Originating Location can be defined on

J the employee’s User Profile. Navigation:
QI «
[}

| Pre Sl

kil

I *Originating Location jmont
Tocanon FLORIDA

Employee Self-Service > Travel and Expenses >
Review/Edit Profile. Click on the User Defaults tab.

Accounting Details 7

Expand All | Collapse All

Totals (1 Line) 0.00 usD

Enter a few letters of where you started your trip into the Originating Location field.
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Create Travel Authorization

[ Save for Later | E ‘Summary and Submit

Colin Davidson (7 Actions | Choose an Action v|| o
“Business Purpose [Conference v Destination Location FLORIDA Q
*Description Trip to Florida Conference *Date From [12/17/2018 pi  *Date To|12/21/2018 |y
#  Attachments

Projected Expenses (7
Expand All | Collapse All Add: i’E Quick-Fill Totals {1 Line) 0.00 USD

*Date *Expense Type *Description *Payment Type *Amount Currency

12/17/2018 | [OUT CONFITRAIN REGIST vl e isiration Fee |7 [Employee A 000 ep =

*Billing Type|Non-Taxabl v
*Originating Location jmont
*Location FLORIDA

Accounting Details 7

Expand All | Collapse All

Totals (1 Line)

0.00 usD

Click the Originating Location look up @ icon.

The Look Up page displays the locations that match your criteria.

Look Up
Help

Search by: |Originating Location s |begins with |

Look Up Cancel | Advanced Lookup

Search Results

View 100 First ‘&' 130f3 &/ Last

Originating Location Description

MAT MONTAMA
M\l‘l’l“‘z’ i.i.l""@l'l’."‘w

MMNTPR MOMNTPELIER VT

Select the Originating Location link for the appropriate location.

The Create Travel Authorization - Details page displays the Originating Location selected.

Create Travel Authorization

Colin Davidson (%

*Business Purpuse\Cunference e Destination Location F-CRIDA Q

*Date From 12/17/2018 | [§{

*Description Trip to Florida Conference o]

& Attachments

Projected Expenses

*Date To|12/21/2018 [\

L

[ Save for Later | E Summary and Submit

Actions |

Choose an Action v| [c’e]

Expand All | Collapse All Add E’? Quick-Fill Totals (1 Line) 350.00 usD

*Date *Expense Type *Description *Payment Type *Amount rency

1201772018 | [OUT CONFITRAIN REGIST ~]  *[Conference Registration Fee: [ [Employes v 4 35000 fisp FHE

aBiliecune o]
I *Originating Location MONTPELIER WT i
OO LD X
Accounting Details (¥

Expand All | Collapse All Totals (1 Line) 350.00 USD

Enter the estimated Amount for the expense type.
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Attachments can be added to the travel authorization at the header or on the projected expense line.

Create Travel Authorization [ Save for Later | B Summary and Submit
Colin Davidson (7 Actions | Choose an Action v | so
*Business Purpose | Conference ~ Destination Location [FLORIDA Q
*Description Trip to Florida Conference *Date From 12/17/2018 |i]  *Date To|12/21/2018 |
Projected Expenses (7
Expand All | Collapse All Add: g? Quuick-Fill Totals (1 Line) 350.00 usoD
*Date *Expense Type *Description *Amount Currency
1271722018 |i) [OUT CONFITRAIN REGIST vl e Fee i 3000 ysp =
*Qriginating Location [MOMTPELIER WT Q
“Location FLORIDA a Attachments that relate to the
Accounting Details 7 .
entire document should be added
Copanc a1l | Cotapse Al at header level. Attachments for a
specific expense type should be

Click the Attachments link or ©* icon.

The Travel Auth Attachments page displays.

added on the line.

Travel Auth Attachments

Travel Authorization ID MEXT

Details

File Name Description User

WView

transaction before adding large attachments.

i Add Aftachment i

OK Cancel

Adding large attachments can take some time to upload, therefore, it is advisable to save the

Help

Perzonslize | Find | Wiew All | & | Eﬁ‘ First 10f1 ‘&' Last

DateiTime Stamp

=

Click the Add Attachment button.
The File Attachment page displays.

File Attachment X

Help

Choose File | Mo file chosen

Cancel

Upload

Click the Choose File button.
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0 Favorites
Bl Desktop
4 Downloads

CE;
1= Recent Places

- Libraries
@ Documents 1

J’i Music

(& Pictures

™ Videos

| Organize = Mew folder

L] Computer
&, Local Disk (C)
%y My Passport (E:)
® Shared MMwsms.s =

- | +4 | Search Desktop
=+~ [0 @
Marme Size Itern type 7
Business_Impact_Staternent_for_PSFT_Apps 23 KB Microsoft )
ﬁf SR 3-18354082701 More Info 496 KB Microsoft\|
@5 Test Attachment 1,063KB  Microsoft |
| Express Check 10KE Adobe Acr
Overflow 20KE Adobe Acr
Project Lockup Display Mo Results on a Travel ... 233 KB Microsoft)
Duplicate Supplier Report Returns Mo Data 620 KB Microsoft)
Ermployee Expense History Page Does Mot Displ... 3TTKB  Microsoft)
1093 Supplier 136 KB Microsoft
Unable to Update Remit To Supplier on Payme... 382 KB Microsoft)
@ Copy of Crystal_To_XMLP_Expenses_Report_Co... 34 KB Microsoft |
TA Missing Project 141 KB Microsoft)
EX.CFG11 Expense Type - Wizard Type 1347 KE  Microsoft
ﬁ—:‘ Arrmmivmt Defalbr mmd s Am mrbirmbimem Waimls e 12C D L N = ~]
4 [ 1 | P
File name: Test Attachment - ’ﬁ'«” Files (*.") "’l
[ Open |v] ’ Cancel ]

Select the file you want to attach and click the Open button.

The File Attachment page displays with the file path of the document.

File Attachment

Help

C:\Usersimaryellen.pfallerDeskiop\Test Aftachment.do| Browse.. |

Upload Cancel

Click the Upload button.
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The Travel Auth Attachments page displays with the File Name as a link to the document.

Travel Auth Attachments

You can add additional attachments by
Travel Authorization ID NEXT clicking the Add Attachment button or

delete an attachment by selection the

Details .
=l icon.
File Mame Description User
Test_Attachment docx Conference Registration = =1

Adding large attachments can take some ime to upload, therefore, it iz g

[0 zave the
transaction before adding large attachments.

Add Aftachment

Enter an explanation of the attachment in the Description field and click the OK button.

The Create Travel Authorization - Details displays. The Attachment link and icon are updated.

Create Travel Authorization

Save for Later | @ Summary and Submit

Colin Davidson (7

*Business Purpose [Conference v

Destination Location|"LORIDA

*Date From [12/172012 i __*Date To 1272172 When one or more attachments
are included on the transaction,

*Description |Trip to Florida Conference

Projected Expenses (7

Expand All | Colapse Al Add: | £ QuickFil the Attachments link will include
Date Expense Type “Deseriton : (#) where # equals the number of
12/17/2018 |i§ [OUT CONFITRAIN REGIST M isiration Fee i attachments. The icon Changes
*Origmal’illi;ul‘_:?:;:::,"r Q from C@:' to .
*Location [FLORIDA Q

Dccnunu‘ng Details 7

Expand All | Collapse All

Totals (1 Line) 35000 USD

Expand the Accounting Details section by clicking the Expand Accounting Lines " icon.
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The Accounting Details section expands and the ChartFields for the line display.

Create Travel Authorization

Colin Davidson (

*Business Purpose [Conference

Save for Later | B. Summary and Submit

Actions [...Choose an Action

v]| so
hd Destination Location [FLORIDA Q
*Description Trip to Florida Conference *Date From 12/17/2018 |i]  *Date To|12/212018 [
& Attachments (1)
Projected Expenses (2
EpondAlL| Colapse AL Add | 47 QuickeFi The default ChartField values can be
“Date “Expense Type “Deserpton updated for all fields except the
1272018 | [OUT CONF/TRAIN REGIST v *[cont Fee L. . .
Account. Additional accounting lines
"B\ngType
*OvateatingLocaion MONTPELER VT a can be insert by selecting the E&l icon
*Location FLORIDA Q :
Accounting Details (7
Chartfields | [0
Amount *GL Unit Fund Dept Program Class Project
350.00] [08100 Q, [z0105 Q, (8100002000 Q [59280 Q, [z0017 Q2T 000 a B
Expand All | Collapse All

—— =t USD

The User Defaults on the employee’s profile defaults the ChartField information into the Accounting
Details section for the following fields: GL Unit, Fund, Dept. Some employees may also have default

ChartField information for the following fields: Program, Class, Project. The Account defaults from the
Expense Type and does not display.

Create Travel Authorization

Colin Davidson |7

*Business Purpose |Conference

Save for Later E, Summary and Submit

Actions | Choose an Action

v|| so
~ Destination Location |FLORIDA Q
*Description |Trip to Florida Conference *Date From 12/17/2018 |}  *Date To|[12/21/2018 [y
& sttachments (1
Projected Expenses (¢
Expand All | Collapse All Add: g? Quick-Fill Totals (1 Line) 350.00 USD
*Date *Expense Type *Description *Payment Type *Amount Currency
1201712018 | [OUT CONFITRAIN REGIST vl e Fee [ [Employes v A 35000 gp =]
“Biting Type Fon-Tah v]
*Originating Location MONTPELIER WT Q
*Location FLORIDA Q
pccounting betats Additional projected expense lines can
- o ° + B
Chartiids | [ be insert by selecting the Edl icon. Select
Amount *GL Unit Fund Dept Program h . d
350.00] Ds100 Q [20108 Q, (3100002000 Q [59280 t e approprlate expense type an enter

Expand All | Collapse Al

the details for the expense line.

Click the Summary and Submit link.
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The Create Travel Authorization — Submit page displays.

Create Travel Authorization

Colin Davidson

Projected Expenses (1 Line) 350,00 USD Denied Expenses

Submit Travel Authorization

*Business Purpose | Conference ~ Destination Location|FLORIDA

*Description |Trip to Florida Conference *Date From 12/17/2018 |[W]

=)
Totals (2 & View Printabls \ersion

*Date To 122172018 |

Total Authorized Amount

O By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

Save for Later | [ Travel Autherization Details

Actions [...Choase an Action v] | so

a,

L

-
& Attachments (1)

Click the Notes link.
The Travel Authorization Notes page displays.

Travel Authorization Notes

Add Notes

Notes

Notes Name

Ok Cancel

The notes field is where you can add
comments for Pre-Paid or Direct Paid costs

for the Trip. Example comment: Flight
charged to P-Card for $350

Personalize | Find | 1| B First (4 10f1 (& Last

Role Date/Time

=

Enter Comments.

Travel Authorization Notes

Conference feas)|

Add Notes

Notes

MNotes Name

OK Cancel

Help

Perzonalize | Find | L.7|| E-l First ‘4’ 10f1 ‘&' Last

Role Date/Time

=

Click the Add Notes button.
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The Comments are added to the Notes section. The Name, Role and Date/Time field values are
populated with the user who created the note and when.

Travel Autherization Netes You can add additional notes by
entering comments and clicking the
Add Notes button or delete a comment

by selection the B icon.

Notes Personalize | Find | £ | Eﬁ‘ 4 10f1 ‘& Last

Notes Name Role Date/Time

Conference fees. Colin Davidson Employes 12/05/2015 12:19:46PM =

Click the OK button.

The Create Travel Authorization — Submit page displays.

Create Travel Authorization Save for Later | [ Travel Authorization Details

Colin Davidson

The Notes icon changes from

*Business Purpose | Conference ~ Destination Location TLORIDA Q

*Description Trip to Florida Conference *Date From [12/17/2013 |[H] *Date To |12/21/2018

to & when comments exist.

-
Totals (2 & View Printable Version & Attachments (1)

Projected Expenses (1 Line) 350.00 USD Denied Expenses 0.00 UsD

Total Authorized Amount  350.00 USD

1
| ) By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

4
Submit Travel Authorization

Select the Certification checkbox.

Create Travel Authorization Save for Later | ] Travel Authorization Details
Colin Davidson Actions [...Choose an Action v| &2
*Business Purpose | Conference ~ Destination Location FLORIDA Q
*Description |Trip to Florida Conference *Date From [12/17/2018 |[{j *Date To 127212018 |\
Totals 7 & View Printable Version @ Notes & attschments (1)
Projected Expenses (1 Line) 350.00 USD Denied Expenses 0.00 USD

Total Authorized Amount  350.00 USD

By checking this box. | certify these costs are reasonable estimates and comply with expense policy.
Submit Travel Authorization
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The Travel Authorization — Submit Confirmation page displays.

Expense Training Guide - Employee/Delegate

Travel Auth Submit Confirm

Create Travel Authorization
Submit Confirmation

Colin Davidson

Totals

Cancel

Total Authorized Amount

350.00 USD

Click the OK button.

The View Travel Authorization page displays with the message 'Your travel authorization (TA ID) has

been submitted for approval.' The status
assigned.

is updated to 'Submission in Process'. The Authorization ID is

Travel Authorization

Lo Do

Your travel authorization 0000005197 has been submitted for approval. I

Business Purpose Conference Destination Locati

Description Trip o Florida Conference

Totals (¢ & view Printable Version

Projected Expenses (1 Line) 350.00 USD

o

|&h Retum to Search

Refresh Approval Status

[ Natify

Date From 12/17/2018

Denied Expenses

Total Authorized Amount

By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

] Travel Authorization Details

Actions ...Choose an Action V][ o

on FLORIDA §7 Submission in Process I

I Authorization ID 00

Date To 122172018

@ Notes & Attachments (1)

0.00 usD

350.00 USD

Click the Refresh Approval Status button.
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The Withdraw Travel Authorization button displays and is enabled. The Approval History section
displays the approval path for the travel authorization, who submitted the transaction, who it is routed
to, the action performed and the date/time when the action occurred. The status is updated to'
Submitted for Approval'.

Travel Authonzation B Travel Authorization Detaiis

Colin Davidson Actions |_._Choose an Action wv|| GO
Business Purpose Conference Destination Location FLORIDA Authorization ID 000000519 Submitted for Approval
Description Trip to Florida Conference Date From 12/17/2018 Date To 122172018 Created 12/05/2018  Colin Davidson

Last Updated 12052013 Colin Davidson

Totals (% & View Printable Version

Select the Withdraw Travel Authorization button
Projected Expenses (1Line) 350,00 USD Denied Expenses 0,03 USD if you need to make changes to a submitted
travel authorization. The transaction is removed
from the approver’s worklist and can be
modified. The status is updated to pending.

Total Authorized Amount

ol By checking this box, | certify th, = =

Submit Travel Authorization Withdraw Travel Authorization Submitted On  12/D5/20¢

Approval History

% &

Submitted EX Module Supensisor
Colin Davidson Auwa Grace
Action Role Name Date/Time
Submitted Employee Colin Davidson 12/05/2018 12:21:28PM

[af* Retumn to Search [ Notify
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Situations when this function is used: This functionality allows an employee to create one or multiple

new lines by copying an existing line on a travel authorization.

Navigation option 1: Home page > TE tile > Travel Authorization > Create/Modify Travel Auth

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations

> Create/Modify

Create Travel Authorization

Colin Davidson

*Business Purpose [Confersnce

[

*Description Trip to Florida

Projected Expenses

Date *Expense Type

Expand All | Collapse All Add. ;? Quick-Fill

FLORIDA

018 |[ij

A Attschments

[ Save for Later | [& Summary and Submit

Actions

121102018 |5 ‘OUT‘.-ILES—:ULL

*Billing Type[Non-Taxabl v
*Originating Location MONTPELIER VT
*Destination Location [BURLINGTON VT

“Miles 3

Accounting Details |

o

121028 |B ‘IH LODGING

*Billing Type [Nan-Taxab v
*Originating Location MONTPELIER VT
*Location [FLORIDA

sMerchant O Preferred

Hitton Hote!

Accounting Details (%

® Non-Preferred

Expand All | Collapse All

Totals (2 Lines) 170.71 uso
=Amount Currency
M 2071 ygp
hd + 1 uso
Totals (2 Lines) 170.71  USD

Select the Copy Authorization Lines option from the Actions drop-down list.
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Create Travel Authorization Save for Later | [2 Summary and Submit
Colin Davidson (7 Actions [Copy Authorization Lines 4| co I
*Business Purpose [Gonference ~ Destination Location FLORIDA Q
*Description Trip to Florida “Date From [12/102018 |[ij  *Date To[12142018 |

“?’: Attachments
Projected Expenses (7

Expand All | Collapse All Add: i} Quick-Fill Toftals (2 Lines) 170.71 usD

*Date *Expense Type *Description *Payment Type *Amount Currency
12A02ME | [OUT MILES FULL v *[Trip to Airport [ [Employes v A W7 yeg =

*Billing Type|Non-Taxab v

*Originating Location MONTPELIER VT a
*Destination Location BURLINGTON VT Q

o

*Miles 38 x 05450

Accounting Details |7

12102015 | [INLODGING ~]  *[Hotel at Conference |7 [Employes v A 150.00 ysp HE

*Billing Type
*Originating Location [MONTPELIER /T a
*Location FLORIDA aQ

*Merchant O Preferred ® Non-Preferred

Hilton Hotel

Accounting Details 7

Expand All | Collapse All Tofals (2 Lines) 170.71 usD

Click the Go button.

The Copy Authorization Lines page displays.

Copy Authorization Lines
Help
Choose the Copy to One Date oplion if you want to copy each selected line just once using the To Date as
the new expense date, or chooze Copy to Range of Dates if you want to copy each line multiple times with
the expenze date for the new lines 2et to each day within the specified date range. Select the expense lines
to copy and press OK.
Copy Option
{®iCopy to One Date To Date [
) Copy to Range of Dates From Date [ [ include Weekends
To Date £ U include Holidays
Select Expense Type Expense Date Amount Spent Transaction Currency
| COUT MILES - FULL 1212018 20.71USD
| IM LODGING 1212018 150.00USD
O Cancel
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The Copy Authorization Lines page enables you to copy one or more selected expense types for a single
day or a range of dates. When you copy a line to create new lines, the system automatically populates
the new lines with the same ChartFields as the original line item.

1. Select to copy each expense type selected once using the To Date as the new expense date.

2. Select to copy each expense type selected multiple times. A new line is created for each day
within the specified date range.

3. If the date range includes weekends and/or a holiday, new lines are not created for Saturdays,
Sundays or holidays unless the checkboxes are selected.

4. You can select one or multiple expense types to copy. New lines will be created for each
expense type selected based on the specified date or date range.

Copy Authorization Lines
Help
Choose the Copy to One Date oplion if you want to copy each selected line just once using the To Date as
the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
the expenze date for the new lines =&t to each day within the specified date range. Select the expense lines
to copy and press OK.
Copy Option
O] Copy to One Date Ta Dﬂ[F 12142018 |
Copy to Range of Dates From Date [ [ include Weekends
To Date 3] [ include Holidays
Select Expense Type Expense Date Amount Spent Transaction Currency
}:f OUT MILES - FULL 1212018 20,71 USD
O IM LODGING 122013 150.00USD
Ok Cancel

Enter the To Date you want on the copied line.
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Choose the Copy to One Date opfion if you want to copy each selected line just once using the To Date as
the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
the expensze date for the new lines =&t to each day within the specified date range. Select the expense lines

to copy and press OK.
Copy Option

{® Copy to One Date To Date 1214/2018 |3

) Copy to Range of Dates From Date [ include Weekends
To Date = D include Holidays
Select Expense Type Expense Date Amount Spent Transaction Currency
| OUT MILES - FULL 122018 20,71 UsSD
| IM LODGING 1212018 150.00USD
oK Cancel

Copy Authorization Lines
Help
Choose the Copy to One Date opfion if you want to copy each selected line just once using the To Date as
the new expense date, or chooze Copy to Range of Dates if you want to copy each line multiple times with
the expense date for the new lines set to each day within the specified date range. Select the expense lines
to copy and press O
Copy Option
{®) Copy to One Date To Date 121472018 i)
O Copy to Range of Dates From Date [ include Weekends
To Date E2] D include Holidays
Select Expense Type Expense Date Amount Spent Transaction Currency
! OUT MILES - FULL 1212018 2071 USD
O IM LODGING 122018 150.00USD
OK Cancel
Click the Select checkbox for the expense type you want to copy.
Copy Authorization Lines
Help

Click the OK button.
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The Create Travel Authorization — Details page displays with the copied line.

Create Travel Authorization

Colin Davidson (%

*Business Purpose | Conference hd D ion Location

*Description Trip to Florida

Projected Expenses (7

Expand All | Collapse All Add: :} Quick-Fill

*Date *Expense Type *Description

FLORIDA
*Date From |12/10/2018 *Date To 12/14/201&

#+  Attachments

() Save for Later | [ Summary and Submit

Actions [Copy Authorization Lines ~|| so

=%

5

Totals (3 Lines) 191.42 uso

*Payment Type

12H02018 | [OUT MILES -FULL v *[Trip to Alpart

rﬁ Employes ~ A

*Billing Type|Non-Taxabl v|
*QOriginating Location MONTPELIER VT [+}
*Destination Location BURLINGTON VT Q

o

“Miles 3 x o050

Accounting Details 7

12102018 |5 [IN LODGING v]  *[Hotel at Canference

& [Employee A

*Billing Type[Non-Taxab v|
*Originating Location MONTPELIER VT
*Location |FLORIDA a

*Merchant O Preferred ® Non-Preferred
Hilton Hotel

Accounting Details (7

*Amount Currency

07| ep HE

15000 ysp HE

f2r4r2015 |5 [OUT MILES - FULL v *[Trip to Aiport

|2 [Employee ~ A

*Billing Tyne
*Originating Location MONTPELIER VT @
*Destination Location BURLINGTON VT a

*Miles 38 x ps4s0 w

Accounting Details 7

2071 yap EE

Make any necessary updates to the copied line.
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Create Expense Lines Using Quick-Fill

Situations when this function is used: Another way to save time when creating expense lines is to use
Quick-Fill. This functionality enables an employee to add one or multiple lines to a travel authorization
by selecting the appropriate expense type and specifying the date or date range for the expense. You
will then enter the remaining information that pertains to each expense type.

Navigation option 1: Home page > TE tile > Travel Authorization > Create/Modify Travel Auth

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Create/Modify

Create Travel Authorization [ Save for Later | [& Summary and Submit
Colin Davidson Quick Start [._Populate From ~|| co
*Business Purpose|c‘,nrrere1-:e ' Destination Location [NEW YORK Q
*Description |Trip to Albany MY *Date From 12/12/2018 |  *Date To|1213/2018 |

& Attachments

Projected Expenses

Expand All | Collapse All Add: ;? Cruick-Fill Totals (0 Lines) 0.00 usD

*Date *Expense Type Description *Payment Type *Amount Currency
5[ v [ B~ A 000 ysp =
Expand All | Collapse All Totals (0 Lines) 0.00 USD

Select the Quick-Fill link.
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The Quick-Fill page displays with a list of the expense types. The From and To dates default based on
the Date From and Date To dates entered on the Create Travel Authorization — Details page.

Quick-Fill

Help

Enter the date range you want applied io the authorizations you will be adding io the report. Then choose the expense
types and whether you want to add one instance of the expense type or hawe an entry of that expense type for each
day within the date range.

Date Range The defaulted date range should be updated to
From[12/122018 |y To[127132012 | ensur.e the lines are created with the.
appropriate dates but the date on the line
Add Expense Types: must be within the date range specified on the
OneDay  All Days| | Expense Type Create Travel Authorization — Details page.
O [0 | |AGRIC HORT WILDLIFE
O [0 | |AuTO REPAIRS
O O | |auTo sUPPLIES
O [0 | |BOOKS SUBSCRIPTIONS LIB-ED
CERTIFICATION PEST/HERBICIDE .
M - Use the scroll bar to view
O L1 ] |CLOTHING more expense types.
| | Client Meetings-Econ Dev Only
O [0 | |oATA WIRELESS MOBILE
O [0 | |ooc 75% PER DIEM OUTST
v
O [0 | |ooc FULL PER DIEM OUTST
Ok Cancel

A single line for the selected expense type is created using the first day in the date range when the One
Day checkbox is selected. If the All Days checkbox is selected, a line is created for each day in the date
range.

Page 128 of 198



2 ~~_VERMONT Expense Training Guide - Employee/Delegate

Quick-Fill
Help

Enter the date range you want spplied to the authorizations you will be adding io the report. Then choose the expensea
types and whether you want to add one instance of the expense type or have an entry of that expense type for each
day within the date range.

Date Range

From | 12122018 To 121132018 |[W)

=

Add Expense Types:

One Day All Days Expense Type

O

OUT LODGIMNG ~
OuUT LUNCH

OUT MILEAGE ADAPT WAM

OUT MILES - FULL

OUT MILES REDUCED RATE

OUT TRANSPORT OTHER

OUT WEHICLE RENTAL

PHOME SERWICE - CELL

PHOME SWC MON-CELL

ooooooEooao

[ I 0 O

PHOTOCOPIES

Q
A

Cancel

Click the Select checkbox next to the expense type you are adding to the travel authorization.

Click the OK button.
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The Create Travel Authorization — Details page displays. Lines are created for the expense types
selected. A single line is created when One Day was selected, and multiple lines are created when All

Days was selected.

Create Travel Authorization Save for Later | [B Summary and Submit
Colin Davidson (7 Quick Start | -Populste From hd GO
*Business Purpose \ Conference Destination Location NEW YORK Q
*Description Trip to Albany NY *Date From 12112/2018 |  *Date To 12132018 [
#  Attachments

Projected Expenses (2
Expand All | Collapse All Add: é} Cruick-Fill Totals (2 Lines) 0.00 usD

*Date *Expense Type *Payment Type *Amount currency

12122018 | [OUT MILES - FULL v ‘|Mi|eageto Conference F [Employes A

*Billing Type[Non-Taxabl v]

*Originating Location

*Destination Location |NEW YORK

12132018 |5 [OUT MILES - FULL

The displayed fields vary depending on

*Billing Type[Non Taxabl v]
*QOriginating Location

*Destination Location |NEW YORK

Accounting Details 7

Q

a the expense type selected. The
“Miles x 0S40 W . . .

rccoumtng oette required fields displayed need to be
completed for all added lines.
| T — TEEEEE

Q

Q
“Miles x 0S40 W

Enter an explanation of the expense in the Description field on the line.

Create Travel Authorization

Colin Davidson (%

Save for Later | @ Summary and Submit

Accounfing Details |7

Quick Start |...Populate From ~|| o
*Business Purpose [Conference Destination Location NEW YORK [}
*Description [Trip to Albany MY *Date From 1211272018 |/  *Date To 121372018 [y
& Attachments
Projected Expenses (¢
Expand All | Collapse All Add: g? Quick-Fill Totals (2 Lines) 0.00 usD
*Date *Expense Type *Description *Payment Type *Amount Currency
121212018 _|[ij [OUT MILES - FULL * [Mileage to Conference [ [Employee v A 000 )5 El
v
*Originating Location [mont I Q
ESUNALION LOCALION | NV Q,
“Miles x 0840 @
Accounting Details (7
1211372018 | [OUT MILES - FULL [ I [Employee v 4 000 s Bl
*Billing Type
*Originating Location a
*Destination Location [NEW YORK a,
“Miles x osms0 W

Enter a few letters of where you started your trip into the Originating Location field.
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Create Travel Authorization

Colin Davidson (7

*Business Purpose|Confarence hnl

*Description | Trip to Albany NY

Projected Expenses (¢

Expand All | Collapse All Add: é} Quick-Fill

*Date *Expense Type

Save for Later | E, Summary and Submit

Quick Start |...Populate From v]| o

Destination Location NEW YORK Q
*Date From |12/12/2018 |

*Date To 121372018 [y

& Attachments

Totals (2 Lines) 0.00 USD

*Description *Payment Type =Amount Currency

12122016 | [OUT MILES - FULL

| * |Mileag & to Conference

E‘ Employse ~ &

0.00

*Billing Type Non-Taxabl v|

*Originating Location |mont

*Destination Location [NEW YORK
“Miles x 05450 ©

Accounting Details 7

usD

120132018 | [OUT MILES - FULL v ‘|

E‘ [Employes v A

*Billing Type
*Originating Location
*Destination Location NEW YORK

“Miles x 0580 2@

Accounting Details 7

L p

Expand All | Collapse All

Totals (2 Lines) 0.00 USD

Click the Look Up icon.

The Look Up page displays the locations that match your criteria.

Look Up

Help

Search by: |Originating Location s |begins with |

Advanced Lookup

Look Up Cancel
Search Results
View 100 First ‘4’ 1.30f3 ‘B Last
Originating Location Description
MT MONTAMNA
S —— .
MMNTPR MONTPELIER WT

Select the Originating Location link for the appropriate location.
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The Create Travel Authorization - Details page displays the Originating Location selected.

Colin Davidson (7

*Business Purpose [Conference

*Description Trip to Albany MY

Projected Expenses (¢

Expand All | Collapse All Add: i} Cuick-Fill

*Date *Expense Type

121202018

Destination Location |NEW TORK
*Date From 121272018 [

& Attchments

*Description

[ [OUT MILES - FULL

Quick Start [...Populate From

Q

*Date To (1211372018 |

Totals (2 Lines)

*Payment Type

~ \ * |M|Ieag e to Conference

F_ﬂ Employee W

*Billi Mon-Taxabl W
*Originating Location MONTPELIER WT
TIE———

QI

“Miles i70 4 I nsaso

Accounting Details 7

o

12/132018 | [OUT MILES - FULL

v

*Billing Type

*Originating Location
*Destination Location NEW YORK

“Miles x 05450

Accounting Details 7

Expand &ll | Collapse All

Q
Q

o

E‘ Employee w

[ Save for Later | |2 Summary and Submit

~] | Go

& 0.00

Totals (2 Lines)

9265 USD

Enter the Miles for the line. The Amount automatically populates.

Enter the required fields for any additional lines added using Quick-Fill.
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Save a Travel Authorization for Later

Situations when this function is used: When entering travel authorizations, it is important to save
often. We recommend saving after every few lines to avoid losing any work. Travel Authorizations can

also be saved and completed later, but it is important to remember they must be completed by month
end.

Navigation option 1: Home page > TE tile > Travel Authorization > Create/Modify Travel Auth

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Create/Modify

Create Travel Authorization .-Summar,-and Submit
Colin Davidson Quick Start |...Populate From v|| Go
*Business PUIDOSE\Corrsren-:s hd Destination Location NEW YORK Q,
*Description Trip to Albany NY *Date From [1212/2018 |  *Date To 121372018 |
& Attschments
Projected Expenses
Expand All | Collapse All Add: g? Cuick-Fill Totals (2 Lines) 185.30 usoD
*Date *Expense Type *Description *Payment Type *Amount Currency
121212018 | [OUT MILES - FULL v]  *[Mileage to Conference [ [Employes vl A 9265 |)3p HE
*0Originating Location |M A Q
*Destination Location NEW YORK a,
*Miles 700 x  Dp5450 v
Accounting Details |7
12132015 |5 [OUT MILES - FULL v a‘I-.’isf;ffr-:'ﬂ Conference LT Emgployee ~ & 9265 ysp HE
*Billing Type[Non-Texabl v
*COriginating Location |N| Q
*Destination Location M Q
*Miles £45 L]
Accounting Details
Expand All | Collapse All Totals (2 Lines) 185.30 uso

Click the Save for Later link.
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The Modify Travel Authorization — Details page displays. The Authorization ID is assigned, and the

Laier | [2 Summary and Submit

v]| so

Status is ‘Pending’.

Actions [..Choose an Action

Modify Travel Authorization
Authorization ID 0000005199 Pending I

Q

NEW YORK
*Date To 121372018 |[W]

Colin Davidson (7
*Business Purpose [Conference ~ Destination Location
*Date From 12112/2018 |

*Description | Trip to Albany NY
# Attschments

Totals (2 Lines) 185.30 uso

Projected Expenses

Expand All | Collapse All

Add: | £ Quick-Fill
*Payment Type =Amount Currency
=

*Description
Fﬂ Employes ~ & 9265 5p

* |Milsag € to Conference

*Expense Type
‘ OUT MILES - FULL

*Date
12M202018  |[3]

*Billing Type
a

*Originating Location MONTPELIER VT
Q,

]

*Destination Location NEW YORK

o

*Miles 170 x  psdsD

Accounting Details

=

=
=]

m
o

[ [Employee A 9285 ysp

v| * |M|Ieagefr0m Conference

121132018 |B) [OUT MILES - FULL

*Billing Type[Non Taxa |
*Originating Location [NEW YORK Q
*Destination Location MONTPELIER VT Q
“Miles 70 x  psaso

o

Accounting Details (¢
185.30 uso

Totals (2 Lines)

Expand All | Collapse All
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Situations when this function is used: Expense lines can be deleted when creating a new travel

authorization or when modifying an existing travel authorization.

Navigation option 1: Home page > TE tile > Travel Authorization > Create/Modify Travel Auth

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations

> Create/Modify

Modify Travel Authorization

Colin Davidson (7

*Business Purpose | Conference v

*Description Trip To Florida Conference

Projected Expenses (7

Expand All | Collapse All Add: | f’ Quick-Fill

*Date *Expense Type

Attinna\ Choose an Action V\ GO

Destination Location |Out of Couniry Q
*Date From [11/17/2018 |[5]  *Date To [11/227/2018 |

Authorization ID 0000004756 Pending

4  Attachments

Totals (2 Lines) 20000 USD

Description *Payment Type *Amount Currency

11M7/2018 | [OUT LODGING

v | [Emplayee A 10000, ygp [+ =

*Billing Type| Non-Taxabl v
*Originating Location MONTPELIER VT
*Location |Qut of Country
“Merchant O Preferred ® Non-Preferred
Hilton Hotels

Accounting Details (7

Q
Q

1172212018 ‘GUTLODGING

v |

[Emplayee v 4 10000 ygp

*Billing Type| Non-Taxabl v

*Originating Location MONTPELIER VT
*Location |Qut of Country
*Merchant O Preferred ® Non-Preferred

Hilton Hotels

Accounting Details (7

R p

Expand All | Collapse All

Totals (2 Lines) 200.00 USD

Click the Delete = icon for the expense line you want to delete.

The Travel Authorization — Delete Confirmation page displays.

Save Confirmation

Travel Authorization

Delete Confirmation

0K otherwize, press Cancel.

OK Cancel

You have selected one or more expenze lines to delete. To confinue and delete the expense lines, press

Help

Authorization ID 0000005159

Click the OK button.
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The Modify Travel Authorization — Details page displays, and line will no longer exist on the travel

Meodify Travel Authorization

iz save for {ater | [£) Summary and Submit
Colin Davidson (7 Actions [...Choose an Action v]| so
*Business Purpose | Conference v Location Out of Country a Authorization 1D 0000004756 Pending
*Description Trip To Florida Conference *Date From |11/17/2018 [5]  *Date To 1172772018 |F
Projected Expenses (7
Expand All | Collapse All Add: | g? Quick-Fill Totals (1 Line) 100.00 uUsD
*Date *Expense Type Description *Payment Type *Amount Currency
11472012 |5 [OUT LODGING v [ I3 [Employee v A 100.00, ysp =
*Billing Type| Non-Taxabl v
*Originating Location MONTPELIER VT Q
*Location [Out of Country Q
*Merchant O Preferred @® Non-Preferred
Hilton Hotels
Accounting Details (7
Expand All | Collapse All Totals (1 Line) 100.00 USD
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Add Lodging Expenses (Only when P-Card or Direct Bill is not possible)

Situations when this function is used: Every effort should be made to use a P-Card or direct supplier

payment for lodging to avoid the need for reimbursement. Add a Lodging expense type when a P-Card
or direct bill is not possible.

Navigation option 1: Home page > TE tile > Travel Authorization > Create/Modify Travel Auth

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Create/Modify

Create Travel Authorization [ Save for Later | [ Summary and Submit
Colin Davidson (% Quick Start |__Populate From ~|| Go
*Business Purpose [Conference hd Destination Lacation FLORIDA a
*Description Trip to Florida Conference *Date From [12/17/2018 |  *Date To 12/21/2018 [
#  attachments
Projected Expenses (-
Expand All | Collapse All Add: | £ Quick-Fill Totals (0 Lines) 0.00 USD
*Expense Type Description *Payment Type *Amount Currency
~] [ & vl A 000 yep [+ [=]

Expand All | Collapse All Totals (0 Lines) 0.00 USD

In the Projected Expenses section, enter the estimated Date of the expense.

Create Travel Authorization [ Save for Later | [ Summary and Submit
Colin Davidson (3 Quick Start [ Populate From v | Go
*Business Purpose [Conference hd Destination Location |FLORIDA Q
*Description | Trip to Florida Conference *Date From [12/17/2018 W  *Date To 12/21/2018 [y
#  Attachments

Projected Expenses (-
Expand All | Collapse All Add ;'3 Quick-Fill Totals (0 Lines) 0.00 usD

*Date *Expense Type Description *Payment Type *Amount Currency

hzizzote (@) “ =] vl A 000 ysp HE
Expand All | Collapse All Totals (0 Lines) 0.00 usD

To choose the expense type, click the Expense Type drop-down to view the available expense types.
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Create Travel Authorization Save forLater | 2 Summary and Submit
Colin Davidson (7 Actions [...Choose an Action v|| Go
*Business Purpose | Conference e Destination Location|TLORIDA aQ
*Description Trip to Florida Conference *Date From 121772018 |  *Date To 1221/2018 |
#4  Attachments
Projected Expenses (7
Expand All | Collapse All Add: | £ Quick-Fill Totals {0 Lines) 0.00 USD
*Date Deseription *Payment Type “Amount Currency
12H712018 IN VEHIGLE RENTAL [ ~ A 000 ygp =
INTERNET ACCESS ~
ITEMS FOR RESALE
Judicial only-Court Incentives

LEG NT S0+ MI

LEG NT PER DIEM MEAL
LEG NT PER DIEM ROOM
LEG TX LESS SO MI

LEG TX PER DIEM MEAL
LEG TX PER DIEM ROOM
LICENSE - ATTORNEY
LICENSE - CDL
MEMBERSHIP DUES
MOVING EXPENSES
OUT AIR TRANSP

‘OUT BREAKFAST

OUT COMMUTER MILE
'OUT CONFITRAIN REGIST
'OUT DINNER

Expand All | Collapse All

Il OUT LODGING

OUT MILEAGE ADAPT VAN

'OUT MILES - FULL

'OUT MILES REDUCED RATE

'OUT TRANSPORT OTHER

'OUT VEHICLE RENTAL

PHOMNE SERVICE - CELL

PHONE SVC NON-CELL v
PHOTOCOPIES

Expense Types are listed in alphabetical order.
See Bulletin 3.4 and the Expense Type list for
guidance on Expense types. For Out-of-State

travel, the Expense Type should be an "OUT"
Expense type. Use the up and down arrows to
scroll through the available options.

Select the OUT LODGING expense type from the list provided.

The expense type displays along with the additional fields that need to be populated.

Create Travel Authorization

Colin Davidson |7

*Business Purpose [Conference v Destination Location| LORIDA

*Description Trip to Florida Conference

Projected Expenses (7

Expand All | Collapse All Add é} Cuick-Fill

*Date *Expense Type [Description

*Date From 121772018 |[ij

& Attachments

Save for Later | @- Summary and Submit

Actions [..Choose an Action v]| Go

Q
pate To (122172018 |5

The Location automatically defaults
from the Destination Location. Select a

121712018 |5 [OUT LODGING

Location if a Destination Location was

s il

*Originating Location

*Merchant (O Preferred ® Non-Preferred

Accounting Details |7

not defined or if it needs to be

changed.

Expand All | Collapse All

Totals {1 Line) 0.00  UsD

Enter a few letters of where you started your trip into the Originating Location field.
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Create Travel Authorization [ Save for Later | & Summary and Submit
Colin Davidson (7 Actions | Choose an Action v G0
“Business Purpose [Conference v Destination Location FLORIDA Q
*Description Trip to Florida Conference *Date From |12/17/2018 ]  *Date To|12/21/2018 |[i

by by
&4 Attachments

Projected Expenses (7

Expand All | Collapse All Add: i} Quick-Fill Totals (1 Line) 0.00 USD
*Date *Expense Type *Description *Payment Type *Amount Currency
12/17/2018 | [OUT CONFITRAIN REGIST vl e isiration Fee |7 [Employee A 000 ep =
*Billing Type|Non-Taxabl v
*Originating Location jmont
*Location FLORIDA

Accounting Details 7

Expand All | Collapse All Totals (1 Line) 0.00 usD

Click the Originating Location look up @ icon.

The Look Up page displays the locations that match your criteria.

Look Up
Help

Search by: |Originating Location s |begins with |

Look Up Cancel | Advanced Lookup

Search Results

View 100 First 'Y 1-30f3 B Last

Originating Location Description

MT MONTAMA
SR—— .

MMNTPR MOMNTPELIER VT

Select the Originating Location link for the appropriate location.
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The Create Travel Authorization - Details page displays the Originating Location selected.
Create Travel Authorization

Save for Later | E, Summary and Submit
Colin Davidson (%

Actions | Choose an Action ~
hd Destination Location|"-ORIDA Q

*Business Purpose [Conference

GO

*Description Trip to Florida Conference

*Date From [12/17/2018 |]  *Date To|12/21/2018 |
& Attachments
Projected Expenses (7

Expand All | Collapse All Add: é} Quick-Fill

Totals {1 Ling) 000  USD
*Date *Expense Type Description *Payment Type =Amount Currency
1211772018 |5 [OUT LODGING v |7 [Employes v A 000 ysp =
e e
*0Originating Location | MONTPELIER WT ' .
I—rl— GRS The State of Vermont doesn't list
*Merchant () Preferred ® Non-Preferred :
erchant O preferre or-Prefene predefined Preferred Merchants.
Accounting Details | 7
Expand All | Collapse All Totals (1 Line) 0.00 usD

Enter the place you will be staying into the Non-Preferred Merchant field.

Create Travel Authorization

Save for Later | |;_‘; Summary and Submit
Colin Davidson (7 Actions [._Choose an Action
v

Destination Location FLORIDA a

[ *Date To[12/21/2018

*Business Purpose [Conference

v]| o

*Description Trip to Florda Conference *Date From 12/17/2018

)
& attachments
Projected Expenses (7

Expand All | Collapse All Add: ﬁ; Chuick-Fill

Totals (1 Line) 0.00 USD
*Date *Expense Type

Description
121712018 |5 [OUT LODGING

*Payment Type

v 'j‘ Employes ~

*Amount

urrency
EA 0.00]

USD

*Billing Type | Non-Taxabl v
*Originating Location MONTPELIER WT
*Location |[FLORIDA

®HE

*Merchant (O Preferred ® Mon-Preferred

Hilton Hotels

Accounting Details 7

Expand All | Collapse All

Totals {1 Line)

0.00 USD

Enter the estimated Amount for the lodging for that night.

Page 140 of 198



7~ VERMONT

Expense Training Guide - Employee/Delegate

Create Travel Authorization

Colin Davidson (%

*Business Purpose [Conference ~

*Description Trip to Florida Conference

Projected Expenses (7

Destination Location|"LORIDA Q
*Date From |12117/2018 |[i]  *Date Te[12/21/2018 |[&

L}

& Attachments

] ElSaveforLater i: Summary snd Submit

L LR (Copy Authorization Lines ___ EA <N

Expand All | Collapse All Add: i} Qruiick-Fill Totals (0 Lines) 100.00 usD
*Date *Expense Type Description *Payment Type *Amount Currency
1272015 |5 [OUT LODGING v [ J7 [Empioyes v A 10000 ysp =
*Billing Type | Non-Taxabl v
*Originating Location [MONTPELIER VT Q
*Location FLORIDA. a
*Merchant O Preferred ® Non-Preferred
Hilton Hotel
Accounting Details %
Expand All | Collapse All Totals (0 Lines) 100.00 usD

Copy the expense line to any additional dates you will be staying overnight by selecting the Copy
Authorization Lines option in the Actions drop-down list and clicking the GO button. Make any

necessary changes.
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Situations when this function is used: While creating a travel authorization, you can review the
accounting details (ChartFields) for each projected expense line. Please note that the accounting
details are defaulted in and will be the same on each line unless you make changes.

Navigation option 1: Home page > TE tile > Travel Authorization > Create/Modify Travel Auth

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations

> Create/Modify

The Accounting Details section displays at the bottom of each expense line.

Create Travel Authorization

Colin Davidson

*Business Purpose [Confersnce

]

*Description |Trip to Florida Conference

Projected Expenses

Expand All | Collapse All Add: ;3’ Quick-Fill

*Date *Expense Type

FLORIDA a

“Date To[12/2172018 |[§

Destination Location

*Date From 121172018 |3

\". Attachments (1)

*Description *Payment Type

[ Save for Later E Summary and Submit

Actions | Choose an Action ~ G0

Totals (1 Ling) 350.00 USD

*Amount Currency

12172018 | [OUT CONFITRAIN REGIST

v x|C,3r‘f5ran-:5 Registration Fee r.’ [Employee

~ A E

*Billing Type | Mon-Taxabl »
*0Originating Location MONTPELIER VT
*Location FLORIDA

Dccnuming Details

Expand All | Collapse All

Totals (1 Line) 350.00 usp

Expand the Accounting Details section by clicking the Expand Accounting Lines

icon.
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The Accounting Details section expands and the ChartFields for the line display.

Create Travel Authorization

[ Save for Later | @ Summary and Submit
Colin Davidson (%

Actiuns| Choose an Action V| GO

*Business Purpose [Conference ~ Destination Location |FLORIDA Q
*Date From 12/17/2018 |§]  *Date To|12/21/2018 |

by by

*Description Trip to Florida Conference

& Attachments (1)
Projected Expenses (2

Expand All | Collapse All Add: g? Quick-Fill
, Additional accounting lines can be insert by
*Date *Expense Type *Description
2raots 1§ [OUT CONFTRANREGIST 4l e selecting the Bl icon. A line can be deleted
*Billing Type [Non Taxsbl | . E :
*Originating Location [MONTPELIER VT % by Selectlng the Icon.
*Location FLORIDA Q
Accounting Details | ¢
Chartfields | [0
Amount *GL Unit Fund Dept Program Class Froject
350.00] [08100 Q, [z0105 Q, (8100002000 Q [59280 Q, [z0017 Q [ZavT 000 Q
Expand All | Collapse All

Totals (1 Line) 350.00 uso

If the travel authorization has not been submitted for approval yet, the ChartFields are available to edit

as needed. Please remember to Save for Later after making any changes if you are not ready to Submit
for Approval.

NOTE: The GL Unit should never be changed. The Account defaults from the expense type and does
not display.

At a minimum you must include a Fund and Dept value for each expense line.

Modify Travel Authorization

[ Save for Later | E} Summary and Submit
Colin Davidson (2

Actions [ Choose an Action ~]| so

*Business Purpose | Conference v

Destination Location FLORIDA Q Authorization ID 0000005201 Pending
*Description Trip to Florida Conference *Date From 12/17/2018 |/ *Date To|12/1%2018 |[W]

& Attachments
Projected Expenses (¢

Expand All | Collapse All Add ir? Qruick-Fill Totals (1 Line) 100.00 usD

*Date *Expense Type Description

*Payment Type *Amount Currency
12/17/2018 |5 [OUT LODGING ~| [

’j‘ [Employes ~ &, 10000 5p =

*Billing Type|Non-Taxabl v
*Originating Location MONTPELIER VT Q
*Location [Out of Country Q

*Merchant O Preferred ®) Non-Preferred
Hilton
Accounting Details (7
Chartfields | [F=8

Amount *GL Unit Fund Dept Program Class Project

100.00] 08100 l Q qlsgzgu Q [zoo17 Q [zwT  000- Q HBE

Expand All | Collapse All

Totals (1 Line) 100.00 USD

You will receive combo edit errors if you try to save or submit a travel authorization and the Fund or
Dept fields are blank.
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If the Department is blank you will receive the following error message when you save or submit.

Message

Department selected on line 1, distribution 1 is not a valid department for the GL business unit. (10502, 230)

The department selected does not exist or is inactive for the GL business unit.

Click the OK button.

The Create Travel Authorization — Details page displays with the line and fields in error highlighted.

Create Travel Authorization Save for Later | [} Summary and Submit
Colin Davidson (2 Actions | Choose an Action v|| o
*Business Purpose [ Conference ~ Destination Location|TLORIDA Q,
*Description Trp to Florida Conference *Date From 12/17/2018 |  *Date To 121192018 |

by L}

& Attachments

Projected Expenses (7

Expand All | Collapse All Add: ﬁ}’ Cruick-Fill Totals {1 Line) 100.00 usoD
*Date *Expense Type Description *Payment Type *Amount currency
12172018 |5 [OUT LODGING v [ [ [Employee v A 100.00] ysp =
*Billing Type TP | . . . . . . .
“Originating Locatien MONTPELIER VT a The GL Unit field will highlight in Red if the Fund is
*Lecation |Qut of Gounts Q . . . . . . . .
s - missing. The Dept field will highlight Red if the Dept is
*Merchant O Preferred ® Non-Preferred

Hilton

missing. The > icon displays on the line in error.

Accounting Details 7

Chartfields | [0

Amaount “GL Unit Fund Dept Program Class Project

100.0f | [FETEERNN . o, [ -] 59250 Q [z0017 Q [zwT 000 Q HE

Expand All | Collapse All Totals {1 Line) 100.00 USD

Click the Missing or Invalid Information * icon.

The Authorization Line Errors page displays the errors on the line.

Authonzation Line Ermrors

Help

P-

Please enter or update the following information:

Accounting Detail — Department is not valid for the GL business unit on distribution line 1.

Combo emor for fields ACCOUNT/ DEPTIDY FUND_CODE in group AC_FD_DEP.

Return

NOTE: Both messages display if the Department is missing. The Combo error message displays if the
Fund is missing. The travel authorization can be saved for later if the Fund is missing but it cannot be
submitted for approval until all errors are resolved. The travel authorization will not save if the
Department is missing.
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Submit for Approval

Situations when this function is used: Per Bulletin 3.4, an employee must create a travel authorization
and receive approval for overnight travel from their Department Head or designee prior to the trip.
After all the projected expense lines, attachments and notes have been added and the accounting

information is verified the travel authorization is ready to be submitted for approval.

Navigation option 1: Home page > TE tile > Travel Authorization > Create/Modify Travel Auth

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations

> Create/Modify

Create Travel Authorization

Colin Davidson

» . o ) A -
Business Purpose [Conference ~ Destination Location |FLORIDA Q

*Description Trip to Florida Conference *Date From 1217/2018 | *Date To[12/21/2018 [y

& attachments (1)

Projected Expenses

Expand All | Collapse All Add: :"3 Quick-Fill

*Date *Expense Type *Description *Payment Type

Totals (1 Line)

121772018 |4 [OUT CONFITRAIN REGIST v]  *[Conference Registration Fee [ [Employee

*Billing Type|Non-Taxabl w
*Originating Location |MONTPELIER WT Q
*Location FLORIDA
Accounting Details
Chartfields | [0
Amount *GL Unit Fund Dept Program Class Project

350.00| 0&100 Q, 20105 @, [310DDD2000

59290

2
[
=

aQ

Q [ZMVT 000

(] Save for _a:erl E ‘Summary and Submit

Actions [..Choose an Action

hd GO

*Amount

350.00

Currency

a5 nn

=

Expand All | Collapse All

Totals (1 Line)

350.00

Click the Summary and Submit link.

The Create Travel Authorization — Submit page displays. NOTE: The Modify Travel Authorization —

Submit page displays if you previously clicked the Save for Later link.

Create Travel Authorization

Projected Expenses (1 Line) 350.00 USD Denied Expenses 000 USD
Total Authorized Amount  350.00 USD

E By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

[ Save for Later | [] Travel Autherization Details

<] | o

Colin Davidson Actions [ _Choose an Action
“Business Purpose | Conference hd Destination Location FLORIDA Q
*Description |Trip to Florida Gonference *Date From [12/17/2018 |[H] *Date To [12/21/2018 |
Totals - & View Printable \Version 2 Motes & Attschments (1)

Review the certification message and select the Certification checkbox.
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Create Travel Authorization [ Save for Later | [ Travel Authorization Details
Colin Davidson Actions [ _Choose an Action ~| | &0
*Business Purpose | Conference e Destination Location FLORIDA Q
*Description Trip to Florida Conference *Date From [12/17/2018 |[W *Date To[12/21/2018 |[W
Totals (2 & ‘iew Printable VVersion @ Notes & attachments (1)
Projected Expenses (1 Line) 350.00 USD Denied Expenses 0.00 USD
Total Authorized Amount ~ 350.00 USD
By checking this box, | certify these costs are reasonable estimates and comply with expense policy.
‘Submit Travel Authorization
Click the Submit Travel Authorization button.
The Travel Authorization — Submit Confirmation page displays.
% - el
Travel Auth Submit Confirm
Help

Create Travel Authonzation

Submit Confirmation
Colin Davidson

Totals

Total Authorized Amount

.0k ] Caneel

350.00 USD

Click the OK button.
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The View Travel Authorization page displays with the message 'Your travel authorization (TA ID) has
been submitted for approval.' The status is updated to 'Submission in Process'. The Authorization ID is
assigned (if the travel authorization was not previously saved).

Travel Authorization  Travel Aithorization Dietaiis
o Actions ...Choose an Action v]| 6o
Your travel authorization 0000005197 has been submitted for approval. I
Business Purpose Conference Destination Location FLORIDA I Authorization ID 0000005157 Submission in Process I
Description Trip fo Florida Conference Date From 12(17/2018 Date To 12212018
Totals (2 & View Printable Version @ Notes & attachments 1)
Projected Expenses (1 Line) 350.00 USD Denied Expenses 0.00 UsD

Total Authorized Amount  350.00 USD

vl By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

I Refresh Approval Status I

| Retum to Search [=1 Notify

Click the Refresh Approval Status button.

The travel authorization has been routed to your supervisor for approval. The Withdraw Travel
Authorization button displays and is enabled. The Approval History section displays the approval path
for the travel authorization, who submitted the transaction, who it is routed to, the action performed
and the date/time when the action occurred. The status is updated to' Submitted for Approval'.

Travel Authorization

Colin Davidson Actions [___Chooss an Astion v]| co
Business Purpose Conference Destination Location FLORIDA Authorization ID 000000519 Submitted for Approval
Description Trip to Florida Conference Date From 12/17/2018 Date To 12/21/2018 Created 12/05/2018  Colin Davidson

Last Updated 12052018 Colin Davidson

Totals (% & View Printable Version

Select the Withdraw Travel Authorization button
Profeced Expenses (1Line)  350.00 USD DenioaExpenses  0.03 USD if you need to make changes to a submitted
travel authorization. The transaction is removed
from the approver’s worklist and can be
modified. The status is updated to pending.

Total Authorized Amount

L By checking this box, | certify th, i i = ly wil#Expense policy.

avel Authorization Withdraw Travel Authorization Submitted On  12/05/20

Approval History

% &

Submitted EX Module Supensisor
Colin Davidson Ava Grace
Action Role Name Date/Time
Submitted Employee Colin Davidson 12/05/2018 12:21:28PM

(&} Retum to Search [] Notify

Page 147 of 198



7~ VERMONT

Expense Training Guide - Employee/Delegate

Change Default Accounting for Travel Authorization

Situations when this function is used: All employees have default accounting set up that will
automatically pull into expense transactions. Use this functionality if you have split funding, or your
accounting information is going to be different than your default accounting.

Navigation option 1: Home page > TE tile > Travel Authorization > Create/Modify Travel Auth

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Create/Modify

NOTE: It is recommended that you change the default accounting prior to adding expense lines.
Changes to the default accounting will automatically default onto existing lines as long as the
ChartField information was not manually updated in the Accounting Details section. Any manual
updates are retained.

Create Travel Authorization L] Save for Later | [ Summary and Submit
|
Colin Davidson IAc[ions [Default Accounting v! GO
*Business Purpose [Conference ~ Destination Location |[FLORIDA Q
*Description |Trip to Florida Conference *Date From [12/17/2018 |  *Date To 12192018 |
& Attachments
Projected Expenses (-
Expand All | Collapse All Add! ;? Quick-Fill Totals (0 Lines) 0.00 uso
*Date *Expense Type Description *Payment Type *Amount Currency
5 v Iz v A 008 yep B =

Expand All | Collapse All Totals (0 Lines) 0.00 usD

Select Default Accounting from the Actions drop-down box.

Create Travel Authorization

[ Save for Later B Summary

Colin Davidson |- Actions [Default Accounting vl Go
*Business Purpose [Conference ~ Destination Location FLORIDA Q,
*Description Trip to Florida Conference *Date From 12/17/2018 |  *Date To 12118/2018 |
& Attachments
Projected Expenses (-
Expand All | Collapse All Add: | £ Quick-Fill Totals (0 Lines) 0.00 USD
*Date *Expense Type Description *Payment Type =Amount Currency
s | v [ v A 000 ysp =

Expand All | Collapse All Totals (0 Lines) 0.00 UsD

Click the GO button.
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The Create Travel Authorization — Accounting Defaults page displays the default ChartField values from
the employee’s profile. Depending on your business need, the default accounting may not necessarily
apply to every situation. The accounting defaults, for every line on the travel authorization being

created, can be chan

ged here.

Create Travel Autho

rization

Accounting Defaults

Authorization ID MEXT

% *GL Unit

100.00) | 03100 aQ

Accounting Summary

Fund Dept Program Class

20105 |3 (3100002000 (O (59250 Q, (20017

Set Personalizations | Find | LT'I Q

First

Project

Q EMT

10of1

M

000 Qy

b

Last

=

Add ChariField Line | Load Defaults

Ok

User Defaults

Make any necessary changes to the ChartFields. Please remember that any changes made here will
apply to each of your travel authorization expense lines.

NOTE: The GL unit should never be changed. The Account defaults from the expense type and cannot

be changed.

Some departments utilize split funding which can also be done here. To add a ChartField line, click the

Add ChartField Line

button.

Create Travel Authorization
Accounting Defaults

Authonzation ID MEXT

Set Personalizations | Find | (E1 | L_-inl

Accounting Summary First ‘&' 1-20f2
L *GL Unit Fund Dept Program Class Project

100.00(§( 03100 Q] 20105 |3, (3100002000 |y |59290 Q, (20017 AT 000G
0.00/§(03100 Q] 20105 |, (3100002000 |y 59290 (20017 AT D00

Add ChariField Line

Ok

User Defaults

Load Defaults

Last

L

Update the Percentage and ChartFields for each line.
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Create Travel Authorization

Accounting Defaults

Accounting Summary Set Personalizations | Find | £2 | Ed First ‘&' 120f2 "% Last
% =GL Unit Fund Dept Program Class Project
50.00| (03100 O 20105 |Qy |5100002000 |Cy |55280 Q2007 |Qy | EMVT 0D =
50.00| (03100 Oy 20105 |Cy |510000220 = |3 |59290 Q2007 |y [EMVT 0O (=]
Add ChariField Line Load Defaults
OK
Uszer Defaults

Authorization ID NEXT

Click the OK button to return to the Create Travel

Authorization — Details page.

Create Travel Authorization

[ Save for Later | E} Summary and Submit

Colin Davidson (7 Actions [__Choose an Action v|| &0
*Business Purpose [Conference hd Destination Location FLORIDA Q
*Description Trip to Florida Conference *Date From 12/17/2018 |i§  *Date To 12192018 |y
& attachments

Projected Expenses (7
Expand All | Collapse All Add: g? Cuick-Fill Totals {0 Lines) 0.00 usD

“Date *Expense Type Description *Payment Type *Amount Currency e

i | ~] = vl A 009 ysp L=

Expand All | Collapse All Totals (0 Lines) 0.00 usD

In the Projected Expenses section, enter the estim

ated Date of the expense.
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Create Travel Authorization

Colin Davidson (%

*Business Purpose Conference

*Description Trip to Florida Conference

Projected Expenses (¢

Expand All | Collapse All Add: | £ Quick-Fill

*Date *Expense Type

[ Save for Later | [& Summary and Submit

12172018 |H [IN VEHICLE RENTAL
INTERNET ACCESS
ITEMS FOR RESALE
Judicial only-Court Incentives
LEG NT 50+ MI

LEG NT PER DIEM MEAL
LEG NT PER DIEM ROOM
LEG TX LESS 50 MI

LEG TX PER DIEM MEAL
LEG TX PER DIEM ROOM
LICENSE - ATTORNEY
LICENSE - CDL
MEMBERSHIP DUES
MOVING EXPENSES
(OUT AIR TRANSP

‘OUT BREAKFAST

‘OUT COMMUTER MILE
'OUT CONF/TRAIN REGIST
'OUT DINNER

‘OUT INGIDENTALS

‘OUT LODGING

OUT LUNCH

Expand All | Collapse All

| OUT MILES - FULL

E
(OUT TRANSPORT OTHER
‘OUT VEHICLE RENTAL
PHONE SERVIGE - GELL
PHONE SVC MOM-CELL
PHOTOCORIES

Actions [Default Accaunting M)
D ion Location |FLORIDA Q
*Date From [12/17/2018 |i)  *Date To 12192018 [
& Attachments
Totals (0 Lines) 000 USD
Description *Payment Type *Amount Currency
[ = v A 000 \op =
~
Totals (0 Lines) 000 USD
v

Click the Expense Type drop-down list and select the appropriate expense type from the list.

Create Travel Authorization =] ¥ | [2 Summary and Submit
Colin Davidson (% Actions [...Choose an Acfion || Go
*Business Purpose [Conference ~ Destination Location FLORIDA Q
*Description | Trip to Florida Conference *Date From 12/17/2018 |  *Date To 12192018 |
#  Attachments
Projected Expenses (7
Expand All | Collapse All Add: :} Cuick-Fill Totals (1 Line) 0.00 USD
*Date *Expense Type *Description *Payment Type *Amount Currency
12A17/2018 | [OUT MILES - FULL vl [7  [Employes v A 0.00 ysp ==
*Billing Type
*Originating Location Q
*Destination Location [FLORIDA Q
“Miles x 0340 @
DAccouming Details (4
Expand All | Collapse All Totals (1 Line) 0.00 uso

Expand the Accounting Details section by clicking the Expand Accounting Lines

icon.
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The Accounting Details section expands and the ChartFields defined on the Accounting Defaults page
display for the line.

Create Travel Authorization Save for Later | [2) Summary and Submit
Colin Davidson (7 Actions \DefaultAcwuming v| GO
*Business Purpose [Conference v Destination Location |FLORIDA Q
*Description Trip to Florida Conference *Date From 12/17/2018 |[ *Date To 121122018 |
i Attach )
Projected Expenses (2 Remember, you can update the ChartFields after the
Erpondll | Colapsc Al Add |  Quick expense line is added as long as the ChartField
Date ‘Expense Type “Dasicion values were not updated in the Accounting Details
12172018 |3 [OUT MILES - FULL v . . .
— section. Select the Default Accounting option from
*Billing Type[Non-Taxabl v| ) .
+Criginating Location a the Actions drop-down and click the GO button to
*Destination Locat_\on FLORIDA . Q Change the defaults.
“Miles x 05450 “
Accounting Details 7
Chartfields | [0
Amount *GL Unit Fund Dept Program Class Project
08100 o [20108 @, [2100002000 o, (55290 Q, [Z0017 a, EWT 000 a (=
08100 @, [20105 @, (3100002200 Q, (58290 Q, [zoo17 Q ZwT 000 Q ==
Expand All | Collapse All Totals {1 Line) 0.00 usD
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Copy a Travel Authorization

Situations when this function is used: A travel authorization can be created by copying and modifying
an existing travel authorization.

Navigation option 1: Home page > TE tile > Travel Authorization > Create/Modify Travel Auth

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Create/Modify

The Travel Authorization page displays:

Travel Authorization

Find an Existing Value Add a New Value

Empl 1D {00003 QL

Add

Find an Existing Value | Add a New Value

1. Click Add

The Create Travel Authorization page displays:

Create Travel Authorization Save for Later | [ Summary and Submit
Colin Davidson (2 Quick Start | . Populate From |vl GO I
“Business Purpose - Destination Location Q
*Description *Date From @ *Date To Eg --.Populate From
f A Template
Attachments
* An Existing Authorization
Projected Expenses (?
Expand All | Collapse All Add: | f Quick-Fill Totals (0 Lines) 0.00 USD
*Date *Expense Type Description *Payment Type *Amount Currency
£ - = 4 000 yep =
Expand All | Collapse All Totals (0 Lines) 0.00 usD

2. Quick Start - Select Populate From An Existing Authorization from the drop-down menu
3. Click GO
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A list of available Travel Authorizations to copy opens in a window:

Copy From an Existing Travel Authorization x
Help =
From Date |09/06/2018 B To|01/06/2018 [ Search
Travel Authorization Information
Description Authorization |D Date From  Date To Amount Currency

Select Trip to Florida 0000005198 12M10/2018 12M14/2018 191.42 USD E
Select Trip to Florida Conference 0000005197 12712018 12021/2018 350.00 USD
Select Trip to Florida Conference 0000005196 12M7I2018  12021/2018 100.00 USD
Select Trip to Florida Conference 0000005195 12/04/2018 12/05/2018 100.00 USD

Return s

4 L 3

4. Click Select next to the authorization you want to copy, use the scroll bars as need to see more
options

You’re returned to the Create Travel Authorization page - the fields are populated from the existing
travel authorization:

Create Travel Authorization Save for Later | [ Summary and Submit
Colin Davidson (7 Actions ...Choose an Action -+ | GO
“Business Purpose Conference - Destination Location |[FLORIDA Q
*Description |Trip to Florida Conference *Date From |12/17/2018 |[5j] *Date To |12/21/2018 |[5§]

%Aﬁachmenls
Projected Expenses (7

Expand All | Collapse All Add: | f Quick-Fill Totals (0 Lines) 350.00 USD
*Date *Expense Type *Description *Payment Type *Amount Currency
12172018 |[) OUT CONF/TRAIN REGIST » " Conference Registration Fee & Employee - A 350.00) yep =

*Billing Type MNon-Taxabl -
*Originating Location MONTPELIER VT Q
*Location FLORIDA aQ

Accounting Details (7

Expand All | Collapse All Totals (0 Lines) 350.00 usD

5. Make any edits such as dates, amounts, etc. and click the Save for Later or Summary and
Submit link
Note: Travel dates must be in the future, the system will not allow past dates
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Modify a Travel Authorization

Situations when this function is used: A travel authorization can be modified if it has been saved for
later or sent back for revision.

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding
Travel Authorizations.

Navigation option 1: Home page > TE tile > Travel Authorization > Create/Modify Travel Auth

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Create/Modify

< Home VT Travel and Expenses A Q=@

1 Expense Reports. Yoo |

| Travel Authorization B v
ot 10 pooa 3

View Travel Authorizat ybon

Print Travel Authorization

Cancel Travel Authorization

Delete Travel Authorization

| Cash Advances
I PaymentExpense Information

I ReportsiPracesses

The Travel Authorization — Add a New Value page displays in the work area and the Empl ID
automatically defaults.

Travel Authorization

Eind an Existing Value || Add a New Value

Empl I0[po003 x|a

Click the Find an Existing Value tab.
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The Travel Authorization — Find an Existing Value page displays.

Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Search by: | Authorization ID w |begins with

Limit the number of results to (up to 300). 300

Search hdvanced Search

Click the Search button.

Clicking the Search button will list all travel authorizations in a pending status or if there is only one, the Modify
Travel Authorization — Details page will display.

Modify Travel Authorization [5) Save for Later | [ Summary and Submit

Colin Davidson .2

Actions [..Choose an Action

|| G0

Sent Back For Revision By: Gracedva Please update the amount on line 1 I

Purpose [Gonferen v

ion Location NEW YORK
*Description | Training Conference *Date From [11/14/2018 |&  *Daté

# Aot Comments entered by the approver
when a travel authorization is sent back

Projected Expenses (7

Expand All | Collaps All Add: | Quick-Fill .
display at the top of the page.
“Date “Expense Type Description “Payment Type
11142018 |5 [OUT BREAKFAST o first day of = [Employee

*Billing Type [Nan-Taxabl v
*Originating Location [MONTPELIER VT Q
* peation [NEW YORK a

@

Accounting Details 7

152018 |3 [DUT BREARFAST v E I 'Chang'lng the expense type on an‘
R — eX|st|n'g line will delete any |'nformat|on
*Originatng Location MONTPELIER VT Q previously entered. You will need to
*Location [NEW YORK Q g Q .
Accounting Details (7 enter the required information for the
new expense type.
111142018 | [OUT LODGING v I

F— [Employe=

*Billing Type

*Originating Location

Q
*Location NEW YORK Q
*Merchant O Preferred ®) Non-Preferred
ing Details (7

Changes can be made to the travel authorization like you would if you were entering an authorization.

The travel authorization information is editable. See Entering Travel Authorizations for more
instruction.

Click the Comments link.
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The View Approver Comments page displays the approver’s name, the date/time the transaction was

sent back and the entire approver’s comment.

View Approver Comments

Approver's Comments

Name GraceAva

Action Sent Back For Revision
Date/Time 11052018 4:23:26FM

Comment Pleass update the amount on line 1.

Help

Review the comment to see what changes need to be made to the travel authorization.

Click the Return button to return to Modify Travel Authorization - Details page.
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View Travel Authorization

Situations when this function is used: Travel Authorizations are available to view in the system and it
may not be necessary to print.

Navigation option 1: Home page > TE tile > Travel Authorization > View Travel Authorization

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations
> View

< Home VT Travel and Expenses w = @
|

I Expense Reports

1 Travel Authorization

| (Create/Modify Travel Auth
View Travel Authorization

Print Travel Authorization

Cancel Travel Authonzation

Delete Travel Authorization
Il Cash Advances
| Payment/Expense Information

I RepontsiProcesses

The View Travel Authorization search page displays in the work area and the Empl ID automatically
defaults.

Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: [EmplID “ |begins with [D0003 X

Hmit the number of results to (up to 300): (300

Search IAdvancedSearch V\\
)

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know the
Travel Authorization ID that you want to view you can update the Search By option to Authorization ID
and then enter the number into the Travel Authorization ID field.

[r—

To view all Travel Authorizations, click the Search button.
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Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: [EmplID “ |begins with [pD003

Limit the number of results to (up to 300} | 300

Search Advanced Search

Search Resulis

1 b

View All
Empl 1D Authorization 1D
00003 0000004756

First 1-T of 7 Last

Description Name Statuz  Creation Date

Training Conference

Q0003 0000004752  Training in Florida Davidson,Colin Submitted 11/05/2013
00003 0000004751  Training Conference Davidson,Colin Pending  11/05/2018
00003 0000004750  Training Cut of Country Davidson,Colin In Process 11/05/2013

Select the Empl ID link for the travel authorization you would like to view.

The View Travel Authorization — Summary page displays.

Travel Authorization

Colin Davidson

Business Purpose Conference Destination Location NEW vORK

Date From 11/07/2018

0.00 USD

Description Training Conference Date To 11/08/2018

Totals 7 & View Printable Version

Projected Expenses (& Lines) 5B6.00 USD Denied Expenses

Total Authorized Amount  586.00 USD

& By checking this box. | certify these costs are reasonable estimates and comply with expense policy.

Submit Traved Authorizafion Submitted On 110872013

Approval History

=Y
i
Sumised
Calin Danidsan Ao Grace

Action Roilg HNamg
Submitted Employes Colin Davidson
Approved EX Module Supervisor Az Gracs
Gt Retum tn Search | [+=] Previous in List | [s5] Mextin List || =] Notify

Submitted By Colin David™g

Actions [._Choose an Action

Authorization ID 0000004754 Approved

Created 11/062018  Colin Davilson

Last Updated 11/08:2018  Ava Grace

& Attachments (1)

The travel authorization
information displays including
the Total, Notes, Attachments
and Approval History. All fields

will be grayed out when viewing
an authorization. The status will
be located at the top of the page.

1108/2018 10:40:58AM
1108/2018 3:07:4ZFM
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The Travel Authorization Notes page displays any comments entered by the employee on the travel

authorization.

Travel Authorization Notes

Add Notes

Hell

HNotes

Hotes

TA for Approved Training Conference

Mama

Colin Davidson

Rk

Employes

Persunaliae|rmd|r-’—|E' First ‘4 10f1 '® Last

DeartarTime

11062018 10:38:23AM =

oK IGa.nceI

Click the OK button to return to the View Travel Authorization — Summary page.

Travel Authorization

Colin Davidson
Business Purpose Conference

Description Training Conference

Totals ¢ & View Printable Version

Projected Expenses (8 Lines)

586.00 USD

Submit Travel Authorizafion

Approval History

e

Sutmized
Calin Davidson
Achion Fole
Submitted Employes
Approved EX Module Supenvisor

& Retumn to Search -] Previous in List

] Nestin List | [ Notify

Destination Location NEW YORK

Date From 11/07/2018

S Motes

Denied Expenses

Total Authorized Amount

& By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

Submitted On 1110872018

Hame

Colin Davidson

Awa Grace

0.00 USD

586.00 USD

Date To 11/08/2013

Submitted By Caolin D3

Actions [._Choose an Action

Authorization ID 0000004754 Approved

Created 11/068/2018  Colin Davidson

Last Updated 1106/2012  Ava Grace

& pttachments (1)

When one or more attachments
are included on the transaction,
the Attachments link will include
(#) where # equals the number of
attachments. The (#) does not

display if there are no attachments.

11/06/2018 10:40:50AM

11082018 2:07:42FM

Click the Attachments (#) link.
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The Travel Auth Attachments page displays.

Travel Auth Attachments
Hel]

Travel Authorization 1D 0000004754

Details Personalize | Find | View All | F-"—.l E First '4' 1of1 '‘*' Last
Flla Nama Descripion Ltaer Nama DataiTima Stamp

11032018 10:40:53AM

Test_Attachmentdocd Conference Information Aftachment COAVIDSO Colin Davidson

b s

Adding large sttachments can take some time to upload, therefore, it is advisable fo save the
transaction before adding large attachments.

| o |J Cancel |

The File Name is a link to the attachment.

Click the File Name link to view the attachment.

Attachment/receipt sample document used for training.

Close the attachment and click the OK button on the Travel Auth Attachments page.
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The View Travel Authorization - Summary page displays.

Travel Authorization

Colin Davidson

Actions [._Choose an Actio o
Business Purpose Conference Destination Location NEW YORK Authorization ID 0000004754 Approved
Description Training Conference Date From 11/07/2018 Date To 110212018 Created 11/0812018  Calin Davidson
Last Updated 11/08/2012  Ava Grace
Totals 2 & View Printable Version & Notes & Attachments (1)
Projected Expenses (8 Lines) 586.00 USD Denied Expenses 0.00 UsSD

Total Authorized Amount  586.00 USD

& By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

Submitted On  11/082013 Submitted By Ceolin Davidson

Approval History

Submized

EX Muaule Supervisar
Calin Davidson Ava Grace
Action Role Hamg DatelTime
Submittad Employes Colin Davidson 11/08/2018 10-40:58AM
Approved EX Module Supervisor Az Grace 11/08/2018 3:07:42FM

[P Return to Search | |1Z] Previous in List | |+<5] Mesxtin List || =] Motify

Click the Travel Authorization Details link.

The View Travel Authorization — Details page displays.

Travel Authorization > Summary
Actions [Choos= an Action v| [ Go

Colin Davidson |7

Business Purpose Conferance Destination Location MEW YORK Authorization ID 0000004754 Approved
Description  Training Conference Date From 11/07/2018 Date To 11/08/2018

# Mtachments (1)
Projected Expenses

Expand All | Collapse Al

Totals (& Lines) 58500 USD
“Date “Expenze Type *Descripfion *Payment Type *“Amount Cumrency
o[ =
110772018 OUT BREAKFAST | first day of conference J= P 825 USD
Billing Type Mon-Taxable - Internal

Originating Location MONTFPELIER VT
Location NEW YORK

The travel authorization line
Dﬂmunﬁngﬂe’hils . . .
information displays.

11/08/2018 OUT BREAKFAST * [Breakfast second day of conference
Billing Type Mon-Taxable - Internal

Originating Location MONTFPELIER VT
Location NEW YORK

D‘\uﬂ:u nting Details | 7

111072018 OUT DINNER Dinner first day of r E]
Billing Type Mon-Taxable - Internal

Originating Location MONTPELIER VT
Location NEW YORK

D‘\uﬂ:u nting Details | 7

P 18.50 UsD
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Click the Expand Accounting Line " icon to review the accounting information for the line.

The Accounting Details section expands and displays the ChartField information.

Travel Authorization [E Summary
Colin Davidson (7 Actions |..Choose an Action Y| GO
Business Purpose Conference Destination Location NEW YORK Authorization I 0000004754 Approved
Description Training Conference Date From 11/07/2018 Date To 11/08/2018
& Attachments (1)
Projected Expenses |7
Expand All | Collapse All Totals (8 Lines) 586.00 USD
“Date “Expense Typs *Diescription *Payment Type “Amount Currency
* =
110712018 OUT BREAKFAST Breakfast first day of conferenca r_ 625  USD
Billing Type Non-Ta@ble - Intemal
Originating Location MONTPELIER VT
Location NEW YORK
Accounting Details | 7
Chartfields | [F=w
amount GL Unit Account Fund Dept Program Clags Projact AMiata
82502100 518520 20105 2100002000 59290 Zoo17 ZWVT  000-
* =
117082018 OUT BREAKFAST Breakfast second day of conference r— 625 USD
Billing Type Non-Ta@ble - Intemal
Originating Location MONTPELIER VT
Location NEW YORK
Accounting Details | 7
Chartfields | [F=8
amount GL Unit Account Fund Dept Program Clags Projact AMiata
82502100 518520 20105 2100002000 59290 Zoo17 ZWVT  000-
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Print a Travel Authorization
Situations when this function is used: Travel authorization might need to be printed.
Navigation option 1: Home page > TE tile > Travel Authorization > Print Travel Authorization

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Print

« Home VT Travel and Expenses

I Expense Reports

1 Travel Authorization

Create/Modify Travel Auth

View Travel Authorization

Print Travel Authorization

Cancel Travel Autharizaticn

Delete Travel Authorization
J Cash Advances
| Payment/Expense Information

I Reports/Processes

The Print Travel Authorization search page displays in the work area and the Empl ID automatically
defaults.

Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: [Empl ID v |begins with 00003 X

). (300

Limit the number of results to (up to 3

Search quvanced Search I\

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know the
Travel Authorization ID that you want to view you can update the Search By option to Authorization ID
and then enter the number into the Travel Authorization ID field.

To view all Travel Authorizations, click the Search button.
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A list of travel authorizations displays in the search results.

Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: [Empl ID “ |begins with [p0003 X

Limit the number of results to (up to 300): 300

Search | Advanced Search

Search Resulis

View All First ‘&' 17ar7 ‘2 Last
Empl ID Authorization ID Description Name Status  Creation Date
00003 0000004756  Trip To Florida Conference Davidson,Colin Pending  11/07/2018
00003 0000004755  Trip To Florida Conference Davidson, Colin Submitted 11/07/2018
00003 0000004754  Training Conference Davidson, Colin Approved 11/06/2018

0000004752  Training in Florida Davidson, Colin Submitted 11/05/2013
00003 0000004751  Training Conference Davidson,Colin Pending  11/05/2018
00003 0000004750  Training Cut of Country Davidson, Colin In Process 11/05/2018

Select the Empl ID link for the travel authorization you want to print.

A printable version of the travel authorization will display.

File Edit View Favorites Tools Help

VT Travel and Expenses

1 Expense Reporis v

o print this report, please use your browser's prnt feature

7~ VERMO!
Travel Autnorization

| Travel Authorization ~

) Report Date 11202018
Create/Modify Travel Auth

Colin Davidson Report Time 12:51.08PM
View Travel Authorization Authorization 1D 0000004752 Employee 1D 00003
Description Training in Fiarida Status Closed
Print Travel Authorization Business Purposa Training
Date From 11112201 To 11152018
Gancel Travel Authorization Comment
Delete Travel Authorization
Date  ExpenseType  Mlerchant Amount Location
B Gash Advances 111212018 OUT LODGING  Hillon 60000USD  FLORIDA
111212018 QUT AIR TRANSP St 40000USD  FLORIDA
) I T Total Travel Authorization Amt 100000 USD
Hon Reimbursable Expenses 0.00 usD
] Repors/Processes v Total Travel Authorization 1,000.00 USD

I certdy that the information providad sbove is 3n acourate astimate of ravelrelated costs
that are to b incurred by me.

Colin Davidson 111052018
Employes Signature Date
This authorization o travel is hereby spproved

Ava Grace 111071201
Approved By Date

New Window | Help | Personalize Page | E1 A

Follow the instructions you currently use to print from your browser.
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Delete a Travel Authorization

Situations when this function is used: Travel authorizations might need to be deleted when it is a
duplicate or is no longer needed. Travel authorizations can only be deleted when they are in a pending
status.

NOTE: If the authorization is valid but cannot be approved in time for month end closing, it can be sent
back to the employee, and then the employee can resubmit the transaction. The accounting date and
budget date will update to the current date.

Navigation option 1: Home page > TE tile > Travel Authorization > Delete Travel Authorization

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Delete

< Home VT Travel and Expenses A Q=6
7 e Reoor New Window | Help |
xpense Reporis hd
F B Delete Travel Authorization
§ Travel Authorization [t any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Create/Modify Travel Auth
Search Criteria
View Travel Authorization Empl 1D booos <a
Name
Print Travel Authorization N case sensitive
Limit the number of results te (up to 300): [300
Cancel Travel Authorization
Search Clear | Basic Search (2" Save Search Criteria
Delete Travel Authorization I|
] Cash Advances v
1 PaymentiExpense Information v
1 Reports/Processes v

The Delete Travel Authorization search page displays in the work area and the Empl ID automatically
defaults.

Delete Travel Authorization

Enter any information you have and click Search. Leave fieldz blank for a list of all values

Find an Existing Value

Search Criteria

Empl ID 00003 Q
Name [ begins with

[ case Sensitive

Limit the number of results to {up to 300): (300

Clear | Basic Search [ Save Search Criteria

Click the Search button.
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The Travel and Expense — Delete a Travel Authorization page displays. Any travel authorization with a
‘Pending’ status will display and is eligible to be deleted.

Travel and Expense
Delete a Travel Authorization
Colin Davidson

Travel Authorizations
Select Description Authorization |D Date From  Date To Amount Currency
i:]' Trip Te Florida Conference 0000004758 117208 11272018 100.00 USD
|:| Training Conference 0000004751 11142018 11162018 58750 USD

Delete Selected Authorization(s)

If the authorization you are looking for isn't showing up, double check the status to confirm that it is
pending.

Select the travel authorization you want to delete, by clicking the Select checkbox. You can delete
multiple travel authorizations by selecting multiple checkboxes.

Travel and Expense
Delete a Travel Authorization
Colin Davidson

Travel Authorizations

Select Description Authorization ID Date From  Date To

Amount Currency
EI Trip To Florida Conference 0000004753 1MF2018 112720138 100.00 USD
| Training Conference 0000004731 11142018 111652018 587.50USD

Delete Selected Authorization(s)

Click the Delete Selected Authorization(s) button.

A Delete Confirmation page displays informing you that the selected authorization has been deleted.

Travel and Expense

Delete Confirmation
Colin Davidson

“ The selected transaciion(s) have been deleted.

Click the OK button.
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The Travel and Expense — Delete a Travel Authorization page displays.

Travel and Expense
Delete a Travel Authorization
Colin Davidson

Travel Authorizations

Select Description Authorization D Date From  Date To Amount

EI Training Conference 0000004751 114208 11162018

Currency

287.50USD

Delete Selected Authorization(s)

The deleted travel authorization no longer displays and will not be available to view, modify, or print.
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Cancel a Travel Authorization

Situations when this function is used: Travel Authorizations can only be cancelled when they are in an
approved status. Travel Authorizations will need to be cancelled if the trip has been cancelled or the
Authorization is no longer needed.

Navigation option 1: Home page > TE tile > Travel Authorization > Cancel Travel Authorization

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Cancel

< Home VT Travel and Expenses

I Expense Reports
1 Travel Authorization ~
Create/Modify Travel Auth
View Travel Authorization

Print Travel Authorization

Cancel Travel Authorization

Delete Travel Authorization

I Cash Advances

I PaymentExpense Information

I Reporis/Processes

The Cancel Travel Authorization search page displays in the work area and the Empl ID automatically
defaults

Cancel Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl 1D | begins with s | 00003
Mame |begins with w

[Jcase sensitive
Limit the number of results to (up to 300} |300

]
Search Clear | Basic Search 2 Save Search Criteria

Mo matching values were found.

Click the Search button.
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The Travel and Expense — Cancel Approved Travel Authorization page displays. All the approved travel
authorizations that are not completed will be listed.

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

Travel Authorization Information

Select Description Authorization 1D Date From  Date To Amount Currency
L__E Trip To Florida Conference 0000004755 TIM7R2ME 112772018 100.00 USD
| Training Cut of Country 0000004750 TMM22M8 11162018 1,300.00 USD
Cancel Selected Travel Authorization(s)

If the authorization you are looking for isn't showing up, double check the status to confirm that it is approved.

Select the travel authorization you want to cancel, by clicking the Select checkbox.

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

Travel Authorization Information

Select Description Authorization 1D Date From  Date To Amount Currency

Iﬁ Trip To Florida Conference 0000004735 TATR0ME 1172772018 100.00 USD

|:| Training Out of Country 0000004730 1122018 11162018 1,300.00 USD

Cancel Selected Travel Authorization(s)

Click the Cancel Selected Authorization(s) button.

A Cancel Approved Travel Authorization page displays informing you that the selected travel
authorization has been cancelled.

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

v

OK

The selected transaction(s} have been cancelled.

Click the OK button.
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The Travel and Expense — Cancel Approved Travel Authorization page displays.

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

Travel Authorization Information

Select Description Authorization 1D Date From  Date To Amount Currency

T Training Out of Country 0000004750 11228 1116/2018 1,300.00 UsD

Cancel Selected Travel Authorization(s)

The cancelled travel authorization no longer displays and should now be in a ‘Closed’ status.
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CASH ADVANCES

CREATE Cash Advance (approved TA in VISION required)

The Basics:

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding
Cash Advances.

1.

Economy, prudence, and necessity are of primary concern when planning and paying for travel
and expenses.

Preferred payment methods- Whenever possible, Purchasing Cards (P-Cards) and direct
supplier payments should be used to minimize employee reimbursements.

Clear cache- To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome.

Save for Later- Save often while working in the expense module, click the "Save for Later" link
to prevent the "data inconsistent with database" error that will not allow you to save or
submit.

Minimum advance amount $200- The amount of the advance must not exceed the Travel
Authorization and must be over $200.

Taxable over 120 days- Any advance in excess of actual expenses that is not re-paid within 120
days after the expenses were paid or incurred will be treated as taxable income to the
employee and department in accordance with IRS Accountable Plan rules.

Advances may be issued no sooner than 30 days prior to trip start date.
An Approved Travel Authorization in VISION is required to submit a Cash Advance.
The Cash Advance must include an overnight stay.

. Cash advances will be deposited into your direct deposit (balance or 999) account.

. An Expense Report will need to be completed after the travel occurs starting with the Travel

Authorization and applying the cash advance.

Situations when this function is used: A travel authorization, which includes an overnight stay, must
be approved prior to creating a cash advance.
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Navigation option 1: Home page > TE tile > Cash Advances > Create/Modify Cash Advance

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Cash Advances >
Create/Modify

< Home VT Traval and Evnancae ﬁ Q = @
New Window | Help | [

1 Expense Reports ~

Cash Advance
I Travel Authorization ~ — — -

Find an Existing Value Add a New Value

] Cash Advances ~

Empl D po003

Create/Modify Cash Advance

Add
View Cash Advance

Print Cash Advance

Delete Cash Advance
1 Payment/Expense Information ~

1 Reports/Processes A

The Cash Advance — Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Cash Advance

Find an Existing Value Add a New Value

Empl ID|pD003 x|Q

Add

A,

Find an Existing Value | Add a New Value

Click the Add button.
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The Create Cash Advance page displays.

Expense Training Guide - Employee/Delegate

Colin Davidson

Create Cash Advance

*Business Purpose

Cash Advance (7 &

*Source

Date From Date To

Wiew Printable Version

Description

I v]

Totals

Advance Amount

0D.0D UsD

Trawvel Auth #

w0
¥&  User Defaults

O MNotes

*Amount Currency

0.00{UsD

O By checking thiz box, | certify the advances submitted are accurate and comply with expense policy.
By zigning and submitting this form | agree that the funds advanced to me will be uzed for the purposes stated in this form.
| understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will zeek

payment of any delinguent loan from me and will not grant any more advances until the delinguent loan is repaid.

Submit Cash Advance

c/ﬁ. Attachments

Apply Tax

Click the drop-down arrow to choose the Business Purpose.

Create Cash Advance

Colin Davidson

*Busginess Purpose

Date From|

Alternate Work Location
Audit -Inspections - Licensing
Bept Opamp o

Cash Advance (7 =R

*Source

<

Totals
Adva

Submit Cash Advance

Construction, Repair, Maint
Economic Development
Emergency Response
General Expenses
Hazardous Material Cleanup
Judicial Assignment

Legal - Law Enforcement
Legislator

Meeting

School Visit

Training

Travel Auth #

s
T8 User Defaults

O Motes

tAmount Currency

0.00/USD

O By checking thiz box, | certify the advances submitted are accurate and comply with expensze policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The depariment will zeek
payment of any delinguent loan from me and will not grant any more advances until the delinguent loan is repaid.

Save for Later

c/:- Attachments

Apply Tax

Select the option that most closely identifies the purpose of the trip.
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Create Cash Advance [ Save for Later

Colin Davidson

| *Business Purpose [Conference /| I Travel Auth # Q

Date From Date To F® User Dotaults
Cash Advance (7 & view Printable Version (2 Motes A% Attachments
*Source Description *Amount Currency Apply Tax
| v 0.00|USD [#] [=]
Totals
Advance Amount D.0D UsSD

O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
| understand that this note is due and payable on or before the tenth business day following my return from this trip and that this amount

must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek

payment of any delinquent loan from me and will not grant any more advances until the delinquent loan iz repaid.

Submit Cash Advance

You can enter a Travel Auth # that coincides with your travel if you know the number, or you can
search for available Travel Authorizations #s.

Click the Look up Travel Auth # @ icon.

The Look Up Travel Auth # page displays a list of approved travel authorizations for the employee.

Look Up Travel Auth #
Help

Search by: |Travel Authorization ID -~ | begings with |

Look Up Cancel | Advanced Lookup
Search Results
View 100 First ‘&' 1202 ‘% Last
Travel Authorization I Travel Auth Description
|oooooos197 Trip to Florida Conference]
0000005199 Trip to Albany NY

Select Travel Authorization ID link.
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The Create Cash Advance page displays the Travel Authorization ID and dates of travel are populated
from the Travel Authorization.

Create Cash Advance [J) Save for Later

Colin Davidson

*Business Purpose | Conference v| | Travel Auth # 0000005157 Q I
I Date From 12/17/2018 Date To 12/21/2018 I 5 User Defaults
Cash Advance (7 & view Printable Version 02 Notes A, Attachments
*Source Description *Amount Currency Apply Tax
0.00/usD [+] [=]

Cash Advance - AP
ofals
Advance Amount 0.00 UsD

O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.

I understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount

must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The depariment will seek

payment of any delinguent loan from me and will not grant any more advances until the delinguent loan is repaid.

Submit Cash Advance

NOTE: Cash Advances cannot be requested more than 30 days before the trip!

Select the Cash Advance - AP from the Source drop-down list.

Create Cash Advance Save for Later
Colin Davidson
*Business Purpose | Conference v Travel Auth #(0000005197 a
] - o
Date From 12/17/2018 Date To 12/21/2018 & User Defaults
Cash Advance (¢ & view Printable Version 2 Notes &, Attachments
Source Description *Amount Currency Apply Tax
[Cash Advance - AP | ||Upcoming Conference in Florida 0.00|UsSD [#] [=]
Totals
Advance Amount 0.00 UsD
y checking this box, | certi advances submitted are accurate and comply with expense policy.
DBhk' this box, | certify the ad bmitted d ly with li
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I understand that thiz note is due and payable on or before the tenth business day following my return from this frip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
payment of any delinquent loan from me and will not grant any more advances unfil the delinquent loan is repaid.
Submit Cash Advance

Type a brief meaningful explanation in the Description field.
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Create Cash Advance Save for Later
Colin Davidson
*Business Purpose | Conference bl Travel Auth # 0000005197 Q
- - o
Date From 121772018 Date To 12/21/2018 ¥& User Defaults
Cash Advance 7 & “view Printable Version ) Motes A4 Attachments
*Source Description *Amount Currency Apply Tax
[Cash Advance - AP ~| |Upcoming Conference in Florida 300.00 lISD
Totals
Advance Amount 300.00 UsSD
O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
| understand that this note is due and payable on or before the tenth business day following my refurn from this frip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
payment of any delinquent loan from me and will not grant any more advances until the delinguent loan is repaid.
Submit Cash Advance

Enter an Amount that is less than or equal to the associated travel authorization.

NOTE: You cannot exceed the amount of the travel authorization and the minimum amount you can
request is $200.

Attachments can be added to the cash advance.

Create Cash Advance Save for Later
Colin Davidson
*Business Purpose | Conference d Travel Auth # 0000005197 Q
- ] o
Date From 12M17/2018 Date To 12/21/2018 ¥8 User Defaults
Cash Advance (7 €5 iew Printable Version 2 Notes A4 Attachments
*Source Description *Amount Currency Apply Tax
[Cash Advance - AP | |Upcoming Conference in Florida 300.00/USD
Totals
Adwvance Amount 300.00 USD
O By checking thig box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
| understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will zeek
payment of any delinquent loan from me and will not grant any more advances until the delinguent loan iz repaid.
Submit Cash Advance

Click the Attachments link or ©* icon.
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The Cash Advance Attachments page displays.

Cash Advance Attachments

Advance ID MEXT

File Mame  Description User Mame
Wiew

Adding large attachments can take some time to upload, therefore, it iz advisable to save the
transaction before adding large attachments.

Add Aftachment | I

OK Cancel

Details Personalize | Find | View All | (El | |__-i.|

First

Date/Time Stamp

Help

' 10f1 ‘& Last

Click the Add Attachment button.
The File Attachment page displays.

File Attachment

Help

| Upiond N1 E——

Click the Browse button.
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The Choose File to Upload page displays.

e

|- E}-;I;d:up Y

Expense Training Guide - Employee/Delegate

0 Favorites
Bl Desktop
4 Downloads

CE;
1= Recent Places

- Libraries
@ Documents 1

J’i Music

(& Pictures

™ Videos

| Organize = Mew folder

L] Computer
&, Local Disk (C)
%y My Passport (E:)
® Shared MMwsms.s =

- | +4 | Search Desktop
=+~ [0 @
Marme Size Itern type 7
Business_Impact_Staternent_for_PSFT_Apps 23 KB Microsoft )
ﬁf SR 3-18354082701 More Info 496 KB Microsoft\|
@5 Test Attachment 1,063KB  Microsoft |
| Express Check 10KE Adobe Acr
Overflow 20KE Adobe Acr
Project Lockup Display Mo Results on a Travel ... 233 KB Microsoft)
Duplicate Supplier Report Returns Mo Data 620 KB Microsoft)
Ermployee Expense History Page Does Mot Displ... 3TTKB  Microsoft)
1093 Supplier 136 KB Microsoft
Unable to Update Remit To Supplier on Payme... 382 KB Microsoft)
@ Copy of Crystal_To_XMLP_Expenses_Report_Co... 34 KB Microsoft |
TA Missing Project 141 KB Microsoft)
EX.CFG11 Expense Type - Wizard Type 1347 KE  Microsoft
ﬁ—:‘ Arrmmivmt Defalbr mmd s Am mrbirmbimem Waimls e 12C D L N = ~]
4 [ 1 | P
File name: Test Attachment - |ﬁ'~|| Files (*.") "’l
[ Open |v] ’ Cancel ]

Select the file you want to attach and click the Open button.

The File Attachment page displays with the file path of the document.

File Attachment

Help

C:\Usersimaryellen pfaller\Deskiop\Test Attachment do] Browse.. |

Upload Cancel

Click the Upload button.
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The Cash Advance Attachments page displays with the File Name as a link to the document.

Cash Advance Attachments .
You can add additional attachments by Help
clicking the Add Attachment button or

Advance ID NEXT
delete an attachment by selection the

icon. S

Details

File Mame Description

Test_Attachrnenl.docxI Conference Registration

Adding large attachments can take some fime to upload, therefore d-e®isable o save the
transaction before adding large attachments.

Add Attachment

l oK I Cancel

Enter an explanation of the attachment in the Description field and click the OK button.

The Create Cash Advance page displays. The Attachment link and icon are updated. When one or more
attachments are included on the transaction, the Attachments link will include (#) where # equals the

number of attachments. The icon changes from #* to ¢ .

Create Cash Advance If you are not ready to submit, the [ Save for Later

Advance can be Saved for Later.

Colin Davidson

*Business Purpose | Conference Travel Auth # 0000005197 Q
Date From 12/17/2018 Date To 12/21/2018 FS  User Defaulis
Cash Advance ¢ €5 view Printabls \ersion 2 Naotes &
*Source Description *Amount Currency Apply Tax
[Cash Advance - AP ~| |Upceming Conference in Florida 300.00/USD [+] [=]
Totals
Advance Amount 30000 UsD

O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purpozes stated in this form.
| understand that this note is due and payable on or before the tenth buziness day following my return from this frip and that this amount

must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek

payment of any delinguent loan from me and will not grant any more advances until the delinguent loan iz repaid.

Submit Cash Advance

After reading the certification statement, click the Certification checkbox certify accuracy and

compliance.

Page 180 of 198



2 ~~_VERMONT Expense Training Guide - Employee/Delegate

Create Cash Advance

Colin Davidson

*Business Purpose | Conference

Date From 1272015 Date To 12/21/2018

Travel Auth # 0000005197

sﬂ
@ User Defaults

Save for Later

Cash Advance 7 @ ‘iew Printable Version 2 Notes & Attachments (1)
*Source Descripfion *Amount Currency Apply Tax
[Cash Advance - AP | |Upcoming Conference in Florida 300.00/USD [#] [=]
Totals
Advance Amount 300.00 USD
ﬁ By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount
must be applied to my expense report submitted upon my returm.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The depariment will seek
e e ———— — sadn me and will not grant any more advances until the delinquent loan is repaid.
Submit Cash Advance
Click the Submit Cash Advance button.
The Create Cash Advance — Submit Confirmation page displays.
Expense Report Submit Confirm
Help

Create Cash Advance
Submit Confirmation
Colin Davidson

Totals
Advance Amount 300.00 USD

oK Cancel

Click the OK button.
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The View Cash Advance page displays with the message 'Your cash advance (CA ID) has been submitted
for approval.' The status is updated to 'Submission in Process'. The Report ID is assigned.

View Cash Advance

Colin Davidson

I Your cash advance 0000000833 has been submitted for appro\ral.l

Business Purpose Conference I Report 0000000833 Submission in Process I
Date From 12/17/2018 Date To 12/21/2018 Travel Auth # 0000005197
Accounting Date 12/11/2018 Post State Mot Applied

Created 12/11/2018  Colin Davidson
Last Updated 12/11/2013  Colin Davidson
e
f8 User Defaults

Cash Advance (7 & isw Printable \ersicn > Motes & attachments (1)
*Source Description *Amount Currency Apply Tax
Cash Advance - 4P Upcoming Conference in Florida 300.00USD
Totals
Advance Amount 300.00 USD

| By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be uszed for the purposes stated in this form.
I understand that this note iz due and payable on or before the tenth business day following my return from thizs trip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
payment of any delinquent loan from me and will not grant any more advances until the delinquent loan is repaid.

Submit Cash Advance

Refresh Approval Status

[E" Retum to Search =] Motifyy

Click the Refresh Approval Status button.
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The cash advance has been routed and is waiting for Expense Coordinator approval. The Withdraw
Cash Advance button displays and is enabled. The Approval History section displays the approval path
for the cash advance, who submitted the transaction, who it is routed to, the action performed and the
date/time when the action occurred. The status is updated to' Submitted for Approval'.

View Cash Advance

Colin Davidson

Business Purpose Conference Report 0000000833 Submitted for Approval
Date From 12/17/2018 Date To 12212018 Travel Auth # 0000005197
Accounting Date 12/11/2018 Post State Mot Applied

Created 12/11/2018  Colin Davidson

Last Updated 12/11/2018  Colin Davidson
il
£%  User Defaults

Cash Advance (7 & iew Printable Version : .
Select the Withdraw Cash Advance button if you
i b=netm need to make changes to a submitted cash
Cash Advance - AP Upcoming Confersnce in Florids advance. The transaction is removed from the
o approver’s worklist and can be modified. The
Advance Amount 300.00 USD status is updated to pending.

~' By checking this box, | certify the advances submitted are accurate and comply with expense gficy.
By signing and submitting this form | agree that the funds advanced to me will be used for t)# purposes stated in this form.
| understand that this note is due and payable on or before the tenth business day followipfl my return from this trip and that this amount
must e applied to my expense report submitted upon my retum.
If my expense report is not sufficient to cover the full amount of the advance, | agreg
of any delinquent loan from me and will gt = ==

Submit Cash Advance

0 pay the difference. The department will seek payment
uent loan iz repaid.
Submitted On 12/11/2018

Submitted By Colin Davidson

Withdraw Cash Advance

Approval History
=l A )
w3 5 =
Submitted Expense Coordinator
Calin Davidzan (Poclzd) Payment
Raole Name Action Date/Time
Employee Dravid=on, Colin Submitted 121172018 6:39:45PM

[Eh Retumn to Search =] Nuotify
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NOTE: The following error message will display when you click the Save for Later link or the Submit
Cash Advance button if the cash advance does not meet the established guidelines outlined in Bulletin
3.4. All errors need to be resolved in order for the cash advance to be saved or submitted.

Message

Thiz Cash Advance does meet the established guidelines oulined in Bulletin 3.4 Employee Travel & Expense Policy that allow a
travel cash advance fo be issued. At least one of the following fields does not meet the required critena:

- Travel Authorization #: Approved Travel Authorization is required to be associated with a Cash Advance.

- Amount: Cash Advance amount cannot exceed the associated Travel Authorization amount.

- Date From/Drate To: Cash Advance must inclede an ovemnight stay
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Modify Cash Advance

Situations when this function is used: A cash advance can be modified if it has been saved for later or
sent back for revision.

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding
Cash Advances.

Navigation option 1: Home page > TE tile > Cash Advances > Create/Modify Cash Advance

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Cash Advances >
Create/Modify

< Home VT Travel and Expenses ﬁ Q = @

I Expense Reports v New Window | Help |
> G Cash Advance

I Travel Authorization ~ — - :
Find an Existing Value || Add a New Value

1 Cash Advances ~
Empl 10 0003

Create/Modify Cash Advance I

Add
View Cash Advance

Print Cash Advance Find an Existing Value | Add  New Value

Delete Cash Advance
| Payment/Expense Information ~

T Reports/Processes ~

The Cash Advance — Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Cash Advance

Find an Existing Value Add a New Value

Empl ID|po003 x|

Add

Click the Find an Existing Value tab.

Page 185 of 198


http://aoa.vermont.gov/bulletins

2 ~~_VERMONT Expense Training Guide - Employee/Delegate

The Cash Advance - Find an Existing Value page displays.

Cash Advance

Enter any information you have and click Search. Leave fislds blank for a list of all values.

Find an Existing Value Add a Mew “Value

Search Criteria

Search by: |Advance ID s |begine with |

Lirmit the number of results to (up to 300). |300

Search | Advanced Search

Click the Advanced Search link.

Additional search criteria fields display including the ability to search for a cash advance using the
Travel Authorization ID.

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Search Criteria

Advance D
Advance Description
Name [begins wi V]

Empl ID Q

Advance Status|= w| |

Creafion Dat& 31

Travel Authorization 1D | begins with w

[ case sensitive
Lirmit the number of results to {up to 300). |300

-

Search Clear Basic Search [& Save Search Criteria

Click the Search button.
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Clicking the Search button will list all cash advances in a pending status or if there is only one, the

Modify Cash Advance page will display.

Modify Cash Advance

Colin Davidson

ISent Back For Revision By: Motor,Mary

Please correct the amount. I

*Business Purpose | Conference

hal Report 000D0DDDDE33  Pending

Date From 12M7/2018 Date To 12/21/2013

Cash Advance 7 & View Printable Version

*Source Description

|Cash Advance - AP v| Upcoming Conference in Florida

Totals

Advance Amount 300.00 USD

N el Auth # 0000005197

eated 1211172018  Colin Davidson

Last UpdXed 121122018  Mary Motor

w
.p
g

Comments entered by the approver

when a cash advance is sent back

display at the top of the page.

300.00|UsSD

Submit Cash Advance

O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I underztand that thiz note is due and payable on or before the tenth buziness day following my return from this frip and that thiz amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
payment of any delinguent loan from me and will not grant any meore advances until the delinguent loan is repaid.

Approval History

Role Name
Employee Dravidson,Colin
Expense Coordinator hotor, Mary
Expense Coordinator hotor, Mary

Action Date/Time Comments
Submitted 12/11i2018 6:38:48PM

Reassigned 121202018 9:03:104M fﬁ
Sent Back For Revision 12/12/2018 9:05:44AM O

Make any necessary changes, the fields are editable. Once you complete all of your changes the cash

advance can be save for later or submitted.

After reading the certification statement, click the Certification checkbox.
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"L"Ddlfy Cash Advance Sawve for Later

Colin Davidson

Sent Back For Revision By: Motor,Mary Please correct the amount.
*Business Purpose | Conference Vl Report 0DODDODE33  Pending
Date From 12M7/2018 Date To 12/21/2013 Travel Auth # 1000005137 Q

Created 12M11/2018  Colin Davidson
Last Updated 12122015  Mary Motor
o
e User Defaults

Cash Advance 7 & view Printable \ersion 2 Notes A Aftachments (1)
*Source Description *Amount Currency Apply Tax
|Cash Advance - AP v| Upcoming Conference in Florida 300.00/UsSD [ =
Totals
Advance Amount 300.00 USD

I:‘—?E By checking thig box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I understand that thiz note is due and payable on or before the tenth buziness day following my return from this trip and that this amount
must be applied to my expense report submitted upon my return,
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
f = me and will not grant any more advances until the delinquent loan is repaid.
Submit Cash Advance

Approval History

Role Name Action Date/Time Comments
Employee Dravidson,Colin Submitted 1211172018 6:39:48PM

Expense Coordinator Iotor, Mary Reassigned 121272018 5:03:104aM (\_5
Expense Coordinator Motor, Mary Sent Back For Revision 12/12/2018 S:05:444AM Q

Click the Submit Cash Advance button.

The Create Cash Advance — Submit Confirmation page displays.

Expense Report Submit Confirm

Help

Create Cash Advance
Submit Confirmation

Colin Davidson

Totals

Advance Amount 300.00 USD

oK Cancel

Click the OK button.
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The View Cash Advance page displays with the message 'Your cash advance (CA ID) has been submitted
for approval. The status is updated to 'Submission in Process'.

View Cash Advance

Colin Davidson

I Your cash advance 0000000833 has been submitted for apprmral.l
Sent Back For Revision By: Motor Mary

Business Purpose Conference IREport 0000000833 Submission in Process I
Date From 12/17/2012 Date To 12/21/2018 Travel Auth # 0000005197
Accounting Date 12122018 Post State Mot Applied

Created 12/11/2018  Colin Davidson
Last Updated 12/12/2018  Colin Davidson

sﬁ
T8 User Defaults

Cash Advance (7 & View Printable Version €2 MNotes & Attachments (1)
*Source Description *Amount Currency Apply Tax
Cash Advance - AP Upcoming Conference in Florida J00.00USD
Totals
Advance Amount 300.00 USD

~| By checking this box, | certify the advances submitted are accurate and comply with expensze policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.

| understand that this note iz due and payable on or before the tenth business day following my return from this trip and that this amount
miuzt be applied to my expense report submitted upon my refurn.

If my expense report i not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek payment
of any delinquent loan from me and will not grant any more advances until the delinquent loan iz repaid.

Submit Cash Advance Submitted On  12/11/2018
Submitted By Caolin Davidson

Refresh Approval Status

[Z+ Return to Search =] Notify

Click the Refresh Approval Status button.
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The cash advance has been routed and is waiting for Expense Coordinator approval. The Withdraw
Travel Authorization button displays and is enabled. The Approval History section displays the approval
path for the cash advance, who it is routed to, any actions performed and the date/time when the
action occurred. The status is updated to' Submitted for Approval'.

View Cash Advance

Colin Davidson

Business Purpose Conference Report 0000000333 Submitted for Approval
Date From 12/17/2018 Date To 12212018 Travel Auth # 0000005197
Accounfing Date 12122015 Post State Mot Applied

Created 12/11/2018  Colin Davidson

Last Updated 12/12/2018  Colin Davidson
FF
28 User Defaults

Cash Advance 7 & View Printable “ersicn . .
Select the Withdraw Cash Advance button if you
FEITE E=mn need to make changes to a submitted cash
Cash Advance - AP Upcoming Conference in Florida advance. The transaction is removed from the
e approver’s worklist and can be modified. The
Advance Amount 300.00 USD status is updated to pending.

~| By checking this box, | certify the advances submitted are accurate and comply with expense pgffcy.
By signing and submitting this form | agree that the funds advanced to me will be used for thypurposes stated in this form.
I understand that this note ig due and payable on or before the tenth business day followigd my return from this trip and that this amount
must be applied to my expense report submitted upon my returmn.
If my expense report iz not sufficient to cover the full amount of the advance, | agree & pay the difference. The department will 2eek payment

of any delinguent loan from me and will iy - bivaesiakioMLicnt l0an iz repaid.
Submit Cash Advance I Withdraw Cash Advance Submitted On 12/11/2018

Submitted By Colin Davidson

Approval History
=l SEETEEE =
& &
Submitted Expense Coordinator
Calin Davidzon (Pooled) Payment
Role Mame Action Date/Time Comments
Employes Davidzon,Colin Submitted 121120158 B:39:43PM
Expense Coordinator Motor, Mary Reassigned 121272018 9:03:104M L?i'
Expense Coordinator Motor, Mary Sent Back For Revision 12M2/20158 9:05:444M Q
Employee Davidson,Colin Resubmitted 12M220158 9:20:464M
[ah Retumn to Search || [=7] Mofify
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View Cash Advances

Situations when this function is used: Cash advances are available to view in the system and it may
not be necessary to print.

Navigation option 1: Home page > TE tile > Cash Advances > View Cash Advance

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Cash Advances > View

< Home VT Travel and Expenses A Q= @
e Resort New Window | Help | &
xpense Reports ~
5 L Cash Advance
r Travel Authorization - Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
| Cash Advances ~ :
Search Criteria
Create/Modify Cash Advance Search by: [EmpliD | begins with[D0003
Limit the number of results to (up to 300): |300
I View Cash Advance
Search | Advanced Search
Print Cash Advance

Delete Cash Advance

] Payment/Expense Information v

T Reports/iProcesses v

The View Cash Advance search page displays in the work area and the Empl ID automatically defaults.

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: [Emgpl ID “| beging with (00003

[sV]

Lirnit the number of results to {up to 300): 300

Search Advanced Search

.

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know the
Advance ID you want to view you can update the Search By option to Advance ID and then enter the
number into the Advance ID field. You can also search for the advance using the Travel Authorization
ID associated with the cash advance.

To view all Cash Advances, click the Search button.
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A list of cash advances display in the search results.

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: |[Emgpl ID | begins with 00003 %
Lirnit the number of results to (up to 300): (300

Search | Advanced Search

Search Results

Wiew All First ‘&' 12ef2 & Last
Empl IDN Advance ID Advance Description Name Advance Status Creation Date Travel Authorization ID

Davidson,Colin Pending 12112018 0000005197

Select the Empl ID link for the cash advance you would like to view.
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The View Cash Advance page displays. All fields will be grayed out when viewing a cash advance.

View Cash Advance

Colin Davidson

Business Purpose Conference Report DODDDDOS33  Pending
Date From 12M17/2018 Date Te 122172018 Travel Auth # DDODDDS19T
Accounting Date 12/12/2018 Post State Mot Applied

Created 12112018  Caolin Davidson
Last Updated 121272018  Ceolin Davidson

]
F@  User Defaults

Cash Advance v & view Printabls Version 2 Motes A Attachments (1)
*Source Description *Amount Currency Apply Tax
Cash Advance - AP Upcoming Conference in Florida 300.00UsD
Totals
Advance Amount 300.00 UsD

By checking thiz box, | certify the advances submitted are accurate and comply with expense policy.

By =igning and submitting this form | agree that the fundz advanced to me will be uzed for the purposes stated in this form.

| understand that this note is due and payable on or before the tenth business day following my return from this trip and that this amount
must be applied to my expense report submitted upon my return.

If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
payment of any delinquent loan from me and will not grant any more advances until the delinquent loan iz repaid.

Submit Cash Advance

Approval History

Role MName Action Date/Time Comments
Employee Dravidzon, Colin Submitted 1211172018 6:39:48PM
Expense Coordinator Motaor, Mary Reaszsigned 121272018 9:03:104M O
Expense Coordinator hotor, Mary Sent Back For Revision 12/12/2018 9.05.44AM O
Employee Davidson, Colin Resubmitted 12122018 9:20:46AM
Employee Dravidson,Colin Withdrawn 121202018 9:26:144M

oh Return to Search 1] Previous in List J5] Mext in List [=] Notify
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Print a Cash Advance

Situations when this function is used: A cash advance might need to be printed.

Navigation option 1: Home page > TE tile > Cash Advances > Print Cash Advance

Expense Training Guide - Employee/Delegate

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Cash Advances > Print

< Home

1 Expense Reports

I Travel Authorization

] Cash Advances
Create/Medify Cash Advance

View Cash Advance

VT Travel and Expenses

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: [EmpliD + |begins with| 00003

Limit the number of results to (up to 300): 300

Search | Advanced Search

Print Cash Advance

Delete Cash Advance
1 Payment/Expense Information

] Reports/Processes

A QEO

New Window | Help |

The Print Travel Authorization search page displays in the work area and the Empl ID automatically

defaults.

Cash Advance

Find am Exis

Search C

Enter any information you have and click Search. Leave fislds blank for a list of all values.

Advance Description
Advance ID
Advance Status
Creation Date

Empl 1T

Limit the number of results to (up to 300): TD

0

Search Advanced Search

beginz with

N

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know the
Advance ID you want to view you can update the Search By option to Advance ID and then enter the
number into the Advance ID field. You can also search for the advance using the Travel Authorization
ID associated with the cash advance.
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Select Travel Authorization ID in the Search By drop-down list.

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: |Travel Authorization ID | begins with 0000005197
Lirnit the number of results to {up to 300): (300

Search Advanced Search

Enter the Travel Authorization ID linked to the advance you want to print.
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A printable version of the cash advance displays.
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File Edit View, es  Tools

1 Expense Reports

] Travel Authorization

| Cash Advances
Create/Modify Cash Advance
View Cash Advance
Print Cash Advance
Delete Cash Advance

7 Payment/Expense Information

1 Reports/Processes

Help

Hh-8 - Page~ Safety~ Tools~ @~ [

VT Travel and Expenses

To print this report, please use your browser's print feature.

~~~ VERMONT

Cash Advance Report Date 12/12/2018
Colin Davidsen Report Time 10:35:39AM
Advance ID 0000000833 Empl ID DDOD3
Description Status Pending
Business Purpose Conference
Travel Authorization # 0DD0DDS187 From Date 12/17/2018  ToDate 122172018
Comment:
Advance Source Description Amount
Cash Advance - AP Upcoming Conference in Florida 300.00USD
Travel Authorization ID: 0000005197 Cash Advance Total 300.00 USD
Less Nonpayable Amount 0.00 USD
Submission Date: 12/1172018
Amount Due Employee 300.00 USD

Approval Date: 12/05/2018

By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form. |
understand that this nofe is due and psyable on or before the tenth businese day following my retum from this trip and that this amount
must be applied to my expense report submitted upon my retum. If my expense report is not sufficient to cover the full amount of the
advance, | agree to pay the difference. The department will seek payment of any delinguent loan from me and will not grant any more
advances until the delinquent loan is repaid

Colin Davidson 121172018
Employee Signature Date
Approved By Date

New Windew | Help | Personalize Page | [

Follow the instructions you currently use to print from your browser.
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Delete a Cash Advance

Situations when this function is used: Cash advances might need to be deleted when it is a duplicate
or is no longer needed. Cash advances can only be deleted when they are in a pending status. If the
Cash Advance you are looking for isn't showing up, double check the status to confirm that it is pending

Navigation option 1: Home page > TE tile > Cash Advances > Delete Cash Advance

Navigation option 2: Navigator > Employee Self-Service > Travel and Expenses > Cash Advances >
Delete

VT Travel and Expenses

Mew Window | Help | Personalize Page | &
| Expense Reports v
Travel & Expenses - Cash Advance Report
I Travel Autherization ~ [ Delete Cash Advance Report
Colin Davidson
1 Cash Advances # || Cash Advance Information
Select  Advance ID Description Creation Date Amount Currenc: y
Create/Modify Cash Advance [  ooooooosz4 1211112018 250,00 USD
O 0000000833 1211172018 300.00 USD
View Cash Advance
Delete Selected Advance(s)
Print Cash Advance
Delete Cash Advance
] Payment/Expense Information v
T Reports/Processes v

The Delete Cash Advance Report page displays in the work area. Any Cash Advance that is in a pending
status will show up available to delete.

Travel & Expenses - Cash Advance Report

Delete Cash Advance Report
Colin Davidson

Cash Advance Information

Select Advance ID Description Creation Date Amount Currency
| DODDDODS34 12112018 250.00 USD
Il DDDDDDDE33 12M12ma 300.00 USD

Delete Selected Advance(s)

If the cash advance you are looking for isn't showing up, double check the status to confirm that it is
pending.

Select the cash advance you want to delete, by clicking the Select checkbox. You can delete multiple
advances by selecting multiple checkboxes.
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Travel & Expenses - Cash Advance Report
Delete Cash Advance Report

Colin Davidson

Cash Advance Information

Select Advance D Description Creation Date Amount Currency
[ﬁ DDDDDODE34 12M1/2018 250.00 USD
O DDDODDDG33 121102018 300.00 USD
Delete Selected Advance(s)
Click the Delete Selected Advance(s) button.

A Delete Confirmation page displays informing you that the selected authorization has been deleted.

Travel & Expenses - Cash Advance Report
Delete Confirmation
Colin Davidson

‘/ The selected transaction(s) have been deleted.

Click the OK button.

The Delete Cash Advance Report page displays.

Travel and Expense

Delete a Travel Authorization
Colin Davidson

Travel Authonzations

Select Description Authorization 1D Date From  Date To Amount Currency
;:L Training Conference 0000004751 142018 111622013 36750 UsSD
Delete Selected Authorization(s)

The deleted cash advance no longer displays and will not be available to view, modify, or print.
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